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NEW CLASSIC 


READY-MASTER 


NO EDGES 
NO DYE 
NO STAINS 





Clean White Border Eliminates Dyed Edges 


MAJOR SOURCE OF SPIRIT HECTOGRAPH STAINS REMOVED! 


Dyed edges of the master—long the biggest source of 
stains, smears and annoyance in spirit duplicating—have 
been eliminated by Columbia’s new Classic Ready-Master 
Unit. 

The hectograph coating of the new Classic Ready- Master 
is sealed off short of the edges—leaving a clean, dye-free 
border to handle. There’s no dye to rub off, stain and travel 
from typewriter to duplicator to files, either. Everybody and 
everything connected with your spirit duplicating stays 
cleaner with new Classic Ready-Master Units! 

The new Classic Ready-Master Unit incorporates these 


CLASSIC READY-MASTER BY 


COLUMBIA RIBBON AND CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 





4 


additional features: Tru-Guide Indicia, Tempflo Super- 
coating and Folded Construction . .. additional guarantees 
of long, brilliant runs and re-runs! 


FREE SAMPLE — See for yourself the new cleanliness new 
Classic Ready-Masters will 
bring to yourspirit duplicat- 
ing. For free sample write, 
using company letterhead: 
Columbia Ribbon & Carbon 
Mfg. Co., Inc., 294 Herb 
Hill Road, Glen Cove, N.Y. 
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Thousands Have Increased 
Their Shorthand Speed with 


Dictation Lise Records 


Here’s how you can do the same! 








Look what these experts say 


about this wonderful new system! 


“The key to shorthand speed is regular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed.” 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


“In my estimation the dictation disc sy stem of develop- 
ing speed is the best I have ever seen. 

Thomas Cole, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


“Your dictation records are made to order for the 
teaching profession. They ease my chores and make the 
students’ work more enjoyable. By providing graded 
dictation in l-minute spurts, the results have been 
phenomenal!”’ Paul Simone, Author of ‘‘A Stroke in Time’’ 

Instructor, Columbia University 


“We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching busmess subjects. They will greatly increase 
the efficiency of the department.” E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 





Countless letters from all over the U.S. 
tell us that those who use Dictation Disc 
Records get higher marks in school, 
better jobs, salary increases of $10 to 
$20 per week. The Dictation Disc Method 
is now used and recommended by 1,980 
leading schools in the U.S. No matter how 
fast or slow your shorthand speed there's 
a Dictation Disc record just for you. See 
the coupon below and check the ones you 
want us to send you. This is a special, no- 
risk, money-back guarantee offer! 


Here’s the quick, easy, modern way to develop short- 
hand speed and accuracy! You practice at home, in 
spare time by listening to amazing new Dictation Disc 
Records—available in all speeds. 


More Shorthand Speed 
Means More Money for You! 


Thousands have used this effective method and in- 
creased their writing efficiency, poise, and confidence 
as much as 50%! Big pay raises come automatically 
with higher shorthand speeds. Read what the experts 
say about this practical, inexpensive way to improve 
your skill. Start right now to boost your earnings as 
you build your shorthand speed by putting this re- 
markable system to work for you. 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write 
shorthand there’s a Dictation Disc just for you. Check 
below the ones you want. Send no ro pr, the cou- 
yon. On arrival, pay price indicated plus COD and 
— charges. Or, enclose cash, check, or money 
order now and we will ship your records postpaid. 
Either way—this method MUST do everything we 
say it will or you may return records in 10 days for 
full refund. Mail the coupon now! 








15 minutes dictation on each 45 rpm record 





10 minutes dictation on each 78 rpm record 





45 minutes dictation on each 33'/, LP record 


Dictation lise Co 


1957, Dictation Disc Co., 


170 Broadway, 


New York 38, N. Y. 


DICTATION 
DISC 


ORDER COMPLETE SETS AND SAVE UP TO 18%. 





COMPANY 








45 R.P.M. $1.75 each 


170 Broadway, New York 38, N. Y. 
Dept. TS-4 


Please send me the records indicated. On 
arrival I will pay price indicated plus COD 
and handling charges. I must be delighted 
or may return record(s) in 10 days for full 
refund. 


C) I enclose full oo now, please ship 
records postpaid. 


ADDRESS... 


See ZONE STATE 


April, 1958 


Set No. 41—45 rpm 
4 records—$1.75 ea. 
© #1. 60 & 70 


tetet 
er 


70 
Com plete set—$5. 75 


Set No. 42—45 rpm 
4 records—$1.75 ea. 


000 


#7. 90 & 100 
28. 90 & 100 
Complete Set—$5.75 
Sets 41 & 42—$10.75 


o00C 


Set No. 43—45 rpm 
4 records—$1.75 ea. 
O #9. 100 & 110 
O #10. 100 & 110 
C) #1t. 100 & 110 
O #12. 110 & 120 
C) Complete Set—$5.75 





Set No. 44—45 rpm 
4 records—$1.75 ea. 


Q 213. 100 & 110 
2) 214, 110 & 120 
(} #15. 120 & 130 
L) #16. 120 & 130 
{} Complete Set—$5.75 
C) Sets 43 & 44—$10.75 


Set No. 45—45 rpm 
4 records—$1.75 ec. 
Brief Forms & Phrases 
O) #17. 40 & 60 
() #18. 70 & 90 
Elementary Dictation 
219. 40 & 50 


a 


= 0. 50 & 60 
C) Complete Set—$5.75 


Set No. 46—45 rpm 

2 records—$1.75 eo. 

Regents Examinations 
O #21. 80 (N.Y. State 
() #22. 80 Regents tests) 
5 Complete Set—$3.00 


Set No. 47—45 rpm 
4 records—$1.75 ea. 
*Office Style Dictation 
O #23. *(untimed, with 
() #26. corrections, 
[) 225. interruptions & 
C) 226. insertions) 
© Complete Set—$5.75 
Set No. 50—45 rpm 
4 records—$1.75 ea. 


Legal Dictation 
#31. 80 & 90 


04 
Complete Set 35 75 


Set No. 51—45 rpm 
4 records—$1.75 ea. 
Medica! Dictation 


= #35. 80 

#36. 90 & 100 

Q 237, 100 & ise 
238. 


10a 
C) Complete Sots 75 








78 R.P.M. $2.00 ea. 


Set No. 61—78 opm 
3 records—$2.00 ec. 
zi. 60 & 70 

22. 70 & 80 


000 


3. 80 & 90 
Complete Set—$5.25 


Set No. 62—78 rpm 
3 records—$2.00 ec. 


C) 24. 90 & 100 
O £5. 100 @ 110 
5 26. 1004 


110 
Complete Set—$5.25 


33% LP. $5.00 ea. 


Set Ne. 71—33'/, LP 
2 secant 08 00 ec. 


Q) #! - 70, ~. oo. 
{) #2 80. 
) Co 4% Sette * 


Set Neo. 72—33'/, LP 

2 records—$5.00 eo. 
O #3. 90. 100, 110, 120 
tJ 24. 100, 110, 120, 130 

gene Set—$8 75 
(1 Sets 71 & 72—$16.50 














THIS MONTH 

a special report on that important, 
yet hard-to-pin-down girl. the 
Executive Secretary. ( bviously, 
she’s at the top of her profession 
but... how did she get there ? 

Of what does her job consist ? 

How does she feel about it? What 
advice would she have for 

others who aspire to the same 

lofty perch? To find out, author 
Maria Jainschigg queried employ- 
ment agencies, business schools, 
secretarial organizations, contacted 
a number of top-flight secretaries 
The result of 
her research—“Wanted: Alter Ego.” 


throughout the country. 


ALTER EGO... 

to a top businessman—Inzer Walzak 
of Birmingham, Alabama. Sec- 
retary to the president of the 

Ingalls Shipbuilding Corporation, 
she works in an oflice where the 





sea and ships are vitally impor- 
tant—and well loved. Pictures and 
models of Ingalls-built ships are 


everywhere—note Inzer and her boss 


discussing one. For further discussion: 


“Ships, Steel, and Shorthand.” 


APPEARANCE... 

is a big factor in an executive 
secretary's life. For tips on 
how to look the part: “The 
Executive Approach,” “The 
Pretty Right Hand.” 


COMING UP... 

National Secretaries Week— 
April 20-26. Perhaps a reminder 
to your loss is indicated, a 

gentle hint to show him how much 
he appreciates you. 
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TODAY'S 


SECRE TAR 


APRIL 1958 


® Departments 

NOTES AND QUOTES, 5 

ASK THE EXPERTS, 6 

VIEWS FROM THE FRONT OFFICE, 9 

SECRETARIAL BOOKSHELF, 10 

HOW TO: KEEP YOUR BOSS’ PERSONAL RECORDs, Il 


THE HUMAN SIDE: THE SPIRIT OF CO-OPERATION, 


WORKDsS CAN BE TEASERS, 32 


PUT YOURSELF IN THE PICTURE, 43 
OFFICE SHOPPING CENTER, 56 


® Features 

SHIPS, STEEL, AND SHORTHAND, 13 
WANTED: ALTER EGO, 18 
DETAILED FOR DICTATION, 25 
® Fashions and Beauty 

GOOD LOOKS COVER, 33 

THE EXECUTIVE APPROACH, 33 

rHE PRETTY RIGHT HAND, 36 

BEST FOOT FORWARD, 39 

rODAY’S SECRETARY GOES SHOPPING, 140 


® Shorthand 
WANTED: SECRETARY TO GENIUS, 26 
THE CASE OF THE RABID RABBIT, 28 


® Secretarial Skill Building 


Volume 60, No. 8 


SHORTHAND PENMANSHIP: JUNIOR AND SENIOR OGA TESTS, 44 
rYPEWRITING ARRANGEMENT: JUNIOR AND SENIOR OAT TESTS, 45 
rYPEWRITING SPEED: COMPETENT TYPIST TEST, 46 
rRANSCRIBING SPEED PRACTICE, 47 





ON THE COVER: Ideal for the girl who's 
going places—before and after five— 

a two-piece dress in Cupioni and 

pima cotton. First appearance, 

perhaps, Easter Sunday; numerous 

returns after that. By Miss T. J., in 

sizes 10-18. Price: $20.00 





SUBSCRIPTIONS: 
Subscription Manager, Topay'’s secretary, 330 W. 


allow one month for change to become effective. 


York 36, N. Y. 





Send subscription correspondence and change of address to 
N. Y. Subscribers should notify publication promptly of any change of address 


giving old as well as new address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St. 


Street, New York 36, 


of the magazine. Please 


» New 
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MAKES CLEAN BREAK WITH PAST 


NU-KOTE-the most remarkable newcomer 





in the history of typewriter carbon .. . 


Turns out copies that can’t smudge or smear! Outlasts ordinary carbon 
3 to 1, sheet for sheet. That’s NU-KOTE, the first really different type- 
writer carbon. 


What else is new? NU-KOTE’s plastic base. Its unique printing press 
principle of making impressions—all of them clear and sharp from first 
to last. One weight, one finish, NU-KOTE can be used on any typewriter 
for just about every copy job imaginable, reducing costly inventory. 
SEND FOR FREE NU-KOTE SAMPLE: Write Dealer Sales Dept., 
Burroughs Division, Burroughs Corporation, Detroit 32, Michigan. 
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GLAMOUR - Dept. TDS - Greenwich, Connecticut 








if you want... 


Office clothes that plunge through the 5 pm barrier... 
Small talk and big ideas that make you an office asset... 
A new look at yourself from hem to hairdé... 


then you need GLAMOUR... 

the “how-to” magazine of fashion for young women. 
GLAMOUR shows you how to get ahead personally and 
professionally, and have fun at the same time! 


To help celebrate National Secretary’s Day this 
month, we invite you to try a year of GLAMOUR 
at a very special introductory rate... 

12 months for just $2.86 | * 


There’s a coupon below. Mail it today to 
discover how you can be more attractive! 


*Important! N.B. If you send payment with your 
order, saving us billing costs, we’ll pass the 
savings along to you by extending your 
subscription to 14 months for just $2.86... 
TWO EXTRA ISSUES 
AT NO EXTRA COST! 


(CUT OUT AND MAIL THIS COUPON TODAY) 





Yes, please send me GLAMOUR at the special National Secretary’s J Day rate: 
TC I enclose $2.86. Please send me 14 issues. 
[] Please bill me for 12 issues at $2.86 [] New Subscription [ Renewal 


NAME 
ADDRESS 
CITY ZONE 











STATE 


(If you have a zone number, please be sure to include it above.) 
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Whistle While You Work....Two out of three companies 
now piping music into their plants and offices report 
it boosts employee efficiency. A survey by 
Industrial Relations News came up with the following: 
With the notable exception of executives and those 
involved in creative work (they find it distracting), 
moSt workers like the music; some even complained 
bitterly if the system broke down. Tops 

on the Hit Parade? Semi-classical, slow tempo, 
popular music. 


Charting Executive Health....The AMA Conference 

included the report of a Chicago doctor who examined 
4,000 businessmen, found: Most executives know little 
about their health; half have a disease of which 

they are unaware; tension may be less among older 
men, hits young executives more, perhaps, because of 
marital, social tensions; vacations are important, 
Should be timed to individual need, not the calendar. 


Robot To Robot Calis....Machines that talk to machines 
(in machine-ese, naturally), feeding each other 
data, are the latest service offered by the Bell 
Telephone Company. Called Dataphone, the equipment 
may be linked with standard business machines, and 
any type of information that can be recorded on tape 
or cards can be transmitted. You still have to dial 
the connection. The machine can't do that--yet. 


Credit Card Boom....The 1958 income tax ruling on 
expense accounts (all reimbursable expenses must be 
reported, then deducted) has resulted in many 
accounting firms’ notifying clients of the advantages 
of the credit-card system. Bills charged thus and 
paid directly by the firm are easier to keep track 
of, need not be reported by employees. Single cards 
are available which cover all hotel expenses, 


restaurant bills, car rental, and even check-cashing 
privileges. 


A CALIFORNIA SENATOR calculated coffee breaks were 
coSting the state government $12,000,000 a year.... 
580 MILLION PENS were turned out by the United States 
in 1957, 90 per cent of the world's total and four 
times that of 1951. Output of ball points, a big 
factor in the rise, increased more than six 
times....PORTABLE TYPEWRITER SALES continued to 
climb partly because of the number of working women 
who are bringing business practices into the home, 
according to Smith-Corona, maker of the only 
electric portable....THERE ARE NOW 22 MILLION women 
at work, representing over a third of the total 
labor force. 
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Time 
watchers 
make more 





When you take the guesswork 
out of your desk work, you'll be 
saving your time and the boss’s, 
too. Ready answers will make 
you more important to him see 
help you get that raise easier, 
quicker. 


Avoid memory lapse when 
you're asked a detail question 
... Organize your memory with 
an Ever Ready desk calendar 

. it’s another office worker 
that is not after your job... 
always ready with the right 
answers to make your own job 
worth more to you and your 
boss. 


Consult your local Stationery 
Dealer about your Ever Ready 
calendar needs. 


. now cellophane packaged 
for easy selection 


{VER ALATY 






























































FOR ALL 
OFFICE 


SLEVIN 


KLENZO 


Swift and smooth for 















typewriter, ink and ball- 
point work. 





GET THESE 
BLAISDELL EXCLUSIVES: 


SPEE-D-POINT perforation for easy 
sharpening — STED-D-POINT ‘ 
staple for secure eraser core. 











KLENZO 7; 


Special compound, 
thin diameter for 


pinpoint erasing. 





Write for sample, naming 
this publication. 
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BLAIoDELL 


PENCIL COMPANY 


BETHAYRES, PENNA. 





_ 
a 





Ask the Experts... 





Q. What speed of dictation do news com- 
their 
analysis reports over the radio? In other 


mentators use when reading news 
words, if you were able to take down their 
reports in shorthand, at what rate would 


you be writing? 


A. Most of the commentators read their 
material at speeds ranging from 175 to 
200 words a minute. One or two, like 
Walter Winchell, often talk as fast as 220 
words a minute! 


Q. Is there any rule in typing letters that 
indicates when numbers of one or two digits 
must be spelled out in a sentence? I under- 
stand, of course. that numbers appearing as 
the first word in a sentence must be written 
out, 


A. If a letter or a paragraph contains 
many numbers, it is proper to type all the 
numbers in figures. When numbers are 
used infrequently, the numbers ten and 
below should be spelled out. Special 
rules, however, apply to the use of num- 
bers expressing amounts of money, dates, 
time, measurements, and 
amounts. 


other exact 





P+ 
2 
Y Si 
he 


Q. Is some time written as one or two 
words? 


A. Sometime is an adverb meaning at an 
unspecified or indefinite time, as “The 
order will be shipped sometime next 
week.” Some time is a two-word phrase 
in which some, an adjective. modifies 
time, a noun. The phrase usually refers 
to the passage of time: for example, “It 
took me some time to complete the job.” 


Q. We have occasion to write several let- 
ters to the same person during the course of 
a day. Is it proper to insert all the letters 
in one envelope—or must each letter be put 
into a separate envelope ? 


A. Under ordinary circumstances, sev- 
eral letters written to the same person in 





j one business day may be inseried in one 


envelope. unless. of course, some are to 
go by airmail, by special delivery, by 
registered mail, or unless some are con- 
fidential. This practice saves postage of 
the sending company and saves time in 
both the sending and the receiving offices. 

Naturally, if your employer prefers to 
have each letter mailed separately, that 
plan should be followed. 





Q. Last year we had our fiscal year changed 
to end with the month of May instead of 
with the calendar year. or the month of De- 
cember. Several people in our office claim 
that in our filing of correspondence the only 
right way to file now is also to cut off the 
filing with May, 1958. The new files would 
then be started with June, 1958, and go 
through May, 1959. 

It has always been my understanding that 
“fiscal year” was used only in reference to 
bookkeeping and the balancing of accounts 
and had nothing to do with any other part 
of business. Therefore. I see no reason for 


changing the files. Am I correct? 


A. To begin with, the needs of a firm 
should be studied carefully, and plans for 
the arrangement of its files should be 
made so that the files will serve the per- 
sonnel who use them. Therefore, any 
plans for transferring your files, whether 
in June or in January, periodically or 
perpetually, should be determined by 


such analysis. 


Q. Our company recently adopted the 
“Simplified” letter style. The sample given 
us uses the abbreviation Ms. in the inside 
address and salutation for addressing a 
woman when you do not know whether she 
is married. Wouldn't it be better to use Miss? 
I don’t want to be defending an obsolete 


usage, but Ms. just doesn’t look right to me! 


A. We agree that at first the short ab- 
breviation Ms. does look odd, but it is 
found increasingly often. Of course the 
older rule—to use Miss in cases of un- 


ceriainty—is still correct. Since you are 
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Business English ..... E. Lillian Hutchinson 
Secretarial Practice ..Madeline S. Strony 


Business Law ........ R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting .........4 Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
eer rere Charles E. Zoubek 
EE ccavancccccecs N. Mae Sawyer 





to adopt the Simplified form of letter, 
however, we recommend that you adopt 
all features of that style. 


). Where can I secure information that 
will help me in typing a doctoral disserta- 
tion? 


A. Almost every college and university 
has a different set of rules concerning the 
writing of formal theses and dissertations. 
If you are planning to type such a paper. 
you should contact the university where 
the paper will be submitted to find out 
what its requirements are. 


Q. Please explain the difference between 
lapse and elapse. 


{. Elapse is a verb only and refers to 
the passage of time, as “A year has 
elapsed since the building was begun.” 
Lapse may be either a noun or a verb. As 
a verb, it means to pass slowly, as “She 
lapsed into silence.” When used in con- 
nection with insurance, lapsed means to 
become void because of failure to pay the 
premium at the proper time. This is the 
use commonly encountered in business 
letters. 


— 
~ 
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Q. When a visitor calls at our office, the 


receptionist calls the secretary to the recep- 


{ 


~ 


tion room to escort the visitor to her boss’ 
office. Is it proper for the secretary to shake 
hands with a visitor when she introduces 
herself to him? Also, what should the secre- 


tary say when she introduces herself to him? 


A. When the secretary introduces her- 
self to the visitor, she might say, “How 
do you do, Mr. Johnson. I am Barbara 
Jones, secretary to Mr. Blank. Mr. Blank 
is expecting you.” Then she should lead 
the way, and that is enough of a signal 
for the visitor to follow. 

If, when she gives her name, Mr. John- 
son should start to extend his hand, by 
all means the secretary should shake 
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style filing folders, jumbled in the 
difficult top and bottom drawers. 

But when folders are Oxford Pendaflex, 
you won't have this trouble. 

These remarkable hanging-sliding folders 
publish their identity and offer their con- 
tents instantly in any drawer. 

You can forget follower blocks, two- 
handed opening of working space, shoving 
papers down into place. You'll be able to do 
better filing far more quickly and easily 
than ever, and you'll cut misfiling to a boss- 
pleasing minimum. For details and free 
file analysis sheet, mail the coupon today. 
Oxford Filing Supply Company, Inc. 
Garden City, New York 


OXFORD FILING SUPPLY COMPANY, INC. 
102 Clinton Road, Garden City, N. Y. 


Please send free “File Analysis Sheet” and 
Oxford Pendaflex Catalog. 


NAME 





FIRM 





STREET 





CITY 0), 





OXFORD PENDAFLEX: 
Hanging Folders make 
top and bottom drawer 
filin Gg easy re eee 





; 


| 

| 

| 

| 

| 
7 











hands with him. The “proper” thing to do 
is to make the customer (guest, so to 
speak) feel at ease. He would be em- 
barrassed if the secretary should fail to 
shake hands after he had extended his 
hand. 


Q. Would you please tell me how to write 
a check for an amount under a dollar when 
the word Dollars appears on the check? 


A. For an amount under a dollar, as 93 
cents, write “Only 93 cents” and cross out 
the word Dollars. 


Q. Many times a secretary is able to handle 
a telephone call if she is given the oppor- 
tunity. What is the most tactful way in ob- 
taining from the client his reason for call- 


ing? 


A. Customers and clients calling busi- 
nessmen may be told, “I am sorry, Mrs. 


Smith, but Mr. Brown is out of the office 
right now—perhaps I could help you.” If 
Mrs. Smith gets satisfactory service from 
the secretary, the chances are that, when 
she calls again, she will say something 
like this, “I want to speak with Mr. Brown 
about... but perhaps you could help 
me.” 

Until such time as the customer has 
confidence in the secretary, or until the 
employer says, when speaking to a client, 
“My secretary has that information at her 
finger tips, and I am going to turn you 
over to her,” there is very little you can 
do. 


Q. Recently I wrote a regular form letter 
to two single women. Was it correct to ad- 
dress it to Miles. Jane Doe and Mary Brow n, 
with the salutation being Dear Miles. Doe 
and Brown? 


A. The preferred way to direct a letter 








You can fill all your a 
multiple mailing needs with 
the Dennison Line 
of Addressing Labels 


SHEETS 


The standard addressing label 
— for typing or duplicating.33 
pin-perforated labels (2'%. x 
1”) on 8% x 11” sheet. No lint; 
no pods. Type 33 labels with 
one insertion. White, biue, buff, 
salmon, canary, cherry, green. 
In 25 sheet or ream packages. 
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4-PART SNAP-APART CARBON SETS 


For follow-up mailings, use 
Dennison Carbon Set Labels — 
4 sheets of couponed label 
paper collated with 3 sheets of 
one-time carbon. Quick, clean, 
easy. Labels stay lined up until 
snapped apart. 33 labels (2! %&, 
x '%6") on a sheet. White only. 
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ROLLS 


Dennison Addressing Labels come in 

continuous rolls of couponed 

labels, 3x 1” or3x 1%", in a dispensing 

box. Accurate spacing allows labels to be 

eee with a minimum of adjustment. 
hite only. 
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Dennison quality labels plus 
special Dennison gumming 
insure satisfaction. 


Order Dennison. Addressing 
Labels from Your Stationer. 


Framingham, Mass. 
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to two unmarried women is: Misses Jane 
Doe and Mary Brown; My dear Misses 
Doe and Brown. The English form of 
Misses is preferred to the French. 


Q. Several times a year our general man- 
ager sends a letter to all employees as a 
means of keeping them informed about hap- 
penings at, and future plans for, the plant. 
We have used on these letters the salutation 
Dear Fellow Employee. The letters are. of 
course, printed, Are we correct in using 
such a salutation for this type of communi- 
cation? 


A, As the communications to employees 
that you mention are, in fact, interoffice 
memorandums, our suggestion is that no 
salutation be used. The usual “To” and 
“From” at the top of the memorandum 
would be entirely in keeping with the pur- 
pose of the memorandum. If, however, 
your employer feels he wishes to use a 
salutation rather than a memorandum 
form, then the form you have been using 
is entirely suitable. 





Q. Which is the correct way to write this 
street address? 

1200 42nd Street 

1200 42 Street 

1200 Forty-second Street 


A. In business letters, which of course 
include envelopes, the rule is to use fig- 
ures for street names that consist of num- 
bers over ten. Also, the practice of omit- 
ting th, st, and d following such numbers 
is growing because of the increased read- 
ability of this style on envelopes. How- 
ever, if the sign of the ordinal is desired, 
d rather than rd or nd is preferred. There- 
fore, either of these forms is correct: 

1200 42 Street 

1200 42d Street 


Q. In our office it is necessary to send out 
several carbon copies of every letter we 
write. When there is an attachment for the 
original only, is it necessary to indicate that 
the attachment is for the original copy only ? 


A. If mention of an enclosure is made in 
the letter, then you should include the 
enclosure line at the bottom of the page. 
If no mention is made of it in the body 
of the letter, you can make a bee (blind 
carbon copy) notation on the file copy. In 
this way, if you place a check mark next 
to the notation on the file copy as you 
seal the letter, you will have proof that 
all items were attached to the letter. 
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VIEWS FROM THE FRONT OFFICE ON... 


Office Attire 


{ monthly column featuring top executives’ 


views on various office situations 


CARLTON M 


CATHERINE R. READY, 


RAY JOSEPHS, 


TODAY'S EMPLOYER does not require that 
his secretary wear only a black dress with 
white collar and cuffs—no color, no ac- 
cessories. Yet, in the office of no less than 
fifty years ago, that was the accepted 
dress for young women who dared ven- 
ture into the mysterious business world 
of men. 

“We do not require or prefer that our 
secretaries dress in any particular color 


or style—but we do 


encourage girls to 
dress simply. neatly, and in good taste.” 
comments Carlton M. Barlow, director of 
personnel development at General Dy- 
“Neither the 
the sweater 


tweeds of college campuses are appro- 


namics. He adds. haute 


couture of Paris nor and 
priate to the main office of a large indus- 
trial corporation.” 

True. one still sees conservative colors 

black, brown, navy—on secretaries. No 
longer. however, do employers set up 
strict clothing regulations for their secre- 
taries and other women employees. Most 
bosses have only one stipulation dress 
in good taste. 

Or, as Ray Josephs, author and public- 
relations consultant, states, “I think most 
men still feel, however, that it’s only sen- 
sible and reasonable for their secretaries 
and other women employees to look as 
though they intended to do a day’s work. 
The cocktail siren is still out of place in 
the office, as are extreme heels, peek-a- 
boo blouses, and garden-party frills.” 

“A secretary who is well groomed in- 
spires confidence—in herself, in her com- 
pany, and in the company’s products or 
services,” confirms Catherine Ready, as- 
sistant director of the educational-service 
department at Bristol-Myers. “If a girl 
combines general good health and basic 
cleanliness with good taste in clothes, she 
is already one step ahead of the girl who 
does not appear as clean and appropri- 
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BARLOW, Director. Personnel Development 


General Dynamics Corporation 


{ssistant Director, Educational Service Department. Bristol-Myers Company 


futhor and Public Relations Consultant 


ately dressed. The value of good skills 
can never be underestimated, but if there 
is a choice to make, you can be assured 
that the neat, clean girl will be first in 
line.” 


THERE'S STILL ANOTHER reason why the 
secretary should be appropriately dressed 
and well groomed—she helps to set the 
attitude and appearance for other women 
in the office. Because she works closer 
with the “head man” than do many of her 
associates, the secretary should be more 
perceptive in everything—and this in- 


All of the 


members of this month’s panel could not 


cludes dress and grooming. 


agree more on this point! 

“There is a tendency for all of us to 
slip from the high standards that we set 
for ourselves and that we know are right,” 
admits Mr. Barlow. To the girl who finds 
herself “slipping” in the way she dresses 
for the office, Mr. Barlow advises: “Check 
yourself frequently. Try to take an ob- 
jective look at yourself to make sure that 
you are the same girl of whom the com- 
pany thought well enough to hire.” 

Miss Ready “Ida 


the director of our educational-service de- 


reports, Crawford, 
partment, believes ‘a secretary must exert 
as much energy at trying to succeed in a 
job as in trying to land it. The golden 
opportunity to really substitute for the 
president's secretary may come someday 
—the good secretary won't let it take her 
unaware!” ” 

A candid closing from Mr. Josephs: 
“American secretaries are noted for their 
brains and beauty—and this is a place 
they have won by careful attention to de- 
tails. A girl who chooses tailored suits 
and dresses in becoming colors, wears 
plain shoes, and keeps her face, nails, 
and hair shining and clean is an asset to 


any executive's office.” 














PERIODIC PAIN 


Midol acts three ways to bring 
relief from menstrual suffering. 
It relieves cramps, eases head- 
ache and it chases the ‘‘blues’’. 
Sally now takes Midol at oe 
first sign of menstrual distress. 








ao 24-page book explaining menstruation 
is yours, FREE. Write Dep't $-48, Box 280, 
New York 18, N. Y. (Sent in plain wrapper). 
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: & Beautifully printed on expensive-looking 
silk finish, double-weight studio paper 
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classmates, friends, relatives...for school 
and job applications, ete. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 photos 
from one pose — or $2 for 60 photos. 
Order NOW — from the largest mail 
order photo studio in the East. Satisfac- 
tion and quick delivery guaranteed. 
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THAT CAN'T BREAK 
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STENOSZ7IK: 


the ball pen for 
shorthand. By the 


makers of famous 


eM VLe 
your iehZelati- Rugged is the word for this easy-to-use copy 
Fi : prop. It can’t break down — no gadgets. 
‘@ orice companion Assures correct sight-level for accurate typ- 
w ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 

business. Secretaries love it! 
Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
A.W. FABER-CASTELL at stationery stores or send us $1.35, we 
PENCIL CO. INC NEWARK 3.N. J pay postage. 
BANKERS BOX CO., Dept. TS-4 
2607 North 25th Ave. ® Franklin Park, Ill. 
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ONE OF THE MOST VALUABLE ASSETS of 
any enterprise, whether a large corporation 
or a small business, is its human resources 
its personnel. To help keep a businessman 
informed about all developments in the field 
of personnel administration, Mutual Of New 
York has prepared “Guidebook to a Modern 
Personnel Program.” It is a “how-to” 
manual that covers all important phases of 
personnel policies. “Chapters” cover 19 dif- 
ferent areas such as the question of salaries, 
insurance benefit plans, and the use of per- 
formance ratings. The material is based on 
MONY's experience with its own personnel 
program, Copies of this booklet may be ob- 
tained free of charge by writing to Mutual 
Of New York, Dept. 13-6, 1740 Broadway, 
New York 19, N.Y. 


TOP-NOTCH BUSINESS LETTER writing is ex- 
plained and exemplified in the “NRB Man- 
ual of Successful Business Letter Writing.” 
recently published by The National Re- 
search Bureau. Offered on a 10-day free in- 
spection, the 280-page manual comes in a 
simulated leather loose-leaf binder. It is 
fully indexed, gives 1,248 tips on writing 
dynamic business letters for every purpose. 
The author who has devoted a lifetime to 
effective, profitable letter writing, is Max- 
well C. Ross. He gives wording, phrasing, 
and—even more important—the basic execu- 
tive thinking that makes the difference be- 
tween mediocrity and success. Copyright 
1958 by The National Research Bureau, Inc.., 
4115 N. Dearborn, Chicago 10, Ill. Price. 
$15.95. (Each buyer receives a premium 
booklet—*Secretary’s Handbook of Letter 
Writing Procedures.” ) 


HOW OFFICE COPYING can save money and 
increase efficiency is explained in a new 16- 
page illustrated booklet available from East- 
man Kodak Company. Entitled “Verifax 
Copying—Versatile Time-Saver for Busy Of- 
fices,” the publication briefly describes case 
histories of savings made in companies from 
trucking firms to construction contractors. 
It is available without charge from Verifax 
dealers or by writing to Business Photo 
Methods Division, Eastman Kodak Com- 
pany, Rochester 4, N. Y. 


MANY OF US ARE AWARE that our handwrit- 
ing is “slightly hard to read,” but few of 
us do anything about it. “Better Handwrit- 
ing,” by Paul V. West, is a handbook that is 
designed to show you how to analyze and im- 
prove your penmanship. You can discover 
your penmanship faults: then, by following 
the correct examples given, you will be able 
to correct these faults in a short period of 
time. “Better Handwriting” is published by 
Barnes & Noble, Inc., 105 Fifth Ave., New 
York 3, N. Y.—102 pages, $1. 
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Keep Your Boss’ Personal Records 


BY 


(Number Eight of a monthly series on hou 


pages in your own “‘Hou 


@ The 


records is something that varies widely 


“care and feeding” of personal 


from boss to boss and secretary to secre- 
tary, but generally the higher up your 
employer is in the business hierarchy, 
the more personal work you, the executive 
secretary, will perform. 

There are two ways of looking at this 
situation, of course. The first is that it’s 
an imposition on the part of your em- 
ployer to expect you to do his personal 
work. The second is that it is a mark of 
confidence and trust, something to be 
earned and appreciated. The efficient sec- 
retary, always genuinely interested in 
helping her employer do a better job and 
accomplish more, will realize that by 
assuming many time-consuming but vital 
personal chores for her employer, she is 
freeing him for more pressing business 
duties. 

Let’s suppose that you—as a top-level 
girl—are asked to take on a number of 
personal chores—many of a confidential 
nature—for your boss. How should you 
go about it? 

In your employer's personal files, you 
will probably find a biography or personal 
data sheet listing his business background, 
accomplishments, clubs, etc. This should 
be kept up to date with several copies on 
hand in case they're needed. Any photo- 
graphs should be labeled on the back with 
his full name and title. If he’s in the pub- 
lic eye, watch the papers and trade jour- 
nals, clip pertinent items, and file them 
carefully. 

Many executives employ accountants 
who handle all of their income tax and 
other financial records, in which case 
your chances of doing much detail work 
are very limited. You may find yourself 
doing nothing more strenuous than cash- 
ing weekly checks, making deposits, or 
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To” file and send us your requests for topics to be 


typing up the monthly household checks, 
with no problems about reconciling bank 
statements or keeping track of other im- 
portant papers. 

If, however, your employer suggests 
you handle some of his more confidential 
records, a trip to your office stationer will 
turn up many types of record books and 
sheets for all sorts of jobs. Some you will 
want to purchase, others can serve as a 
guide for making up your own three-ring 
binder or card file with the correct type 
of listing. 

A record of your boss’ policies can be 
made up over a period of time, as you 
receive his premium due notices. Each 
notice will indicate the company name, 
policy number, amount of premium, how 
payable, and the due date—all of which 
you can note. Be sure to remind him to 
write the check before the one month’s 
grace period elapses. If he wants you to 
know the type and amount of insurance 
information 
can be added to the record. If the policies 


and the beneficiaries, this 
are kept in a safe deposit box, home or 
office safe, he would probably like a copy 
of your record to keep in a different place 
as a protection in the event of fire. 
Stock purchases require a special book 
or card file, with each transaction record- 
ed on a separate sheet, since the prices 
paid will vary, as will the selling prices. 
When your boss calls his broker, record 
the date, time of purchase, and order 
placed. The broker's confirmation should 
give the same information as your initial 
notations. After your employer has sent 
his check to the broker with his order 
for transfer of the stock, make a note of 
the certificate numbers on the confirma- 
tion slip and put it in your boss’ per- 
manent records. Be sure to keep the con- 
firmation itself for income tax records. 


to handle special once-in-a-while jobs 


NORTON ROLLASON 


Suggestion: Keep these 


discussed in future issues.) 


Bond records are much like stock rec- 
ords and must include the name of the 
bond, amount, date of issue, maturity 
date, rate of interest, interest payable 
dates, amount of each coupon, taxability, 
and place where records are kept. Here 
again, be sure the record of these trans- 
actions is not filed with the bonds them- 
selves. 

Real estate deeds and mortgages also 
involve special records and are usually 
kept in a bank or office safe. If you have 
to keep property records, make a separate 
file for each piece of property, listing all 
pertinent details. 

Most men employ income tax special- 
ists to help with their returns, but you 
may be expected to provide expense 
vouchers, notations on income and other 
special items, in addition to typing and 
mailing the complete return. Be sure to 
make an extra copy for your boss’ files 
and one for his accountant, and check 
each and every figure. 

If your boss wants you to do personal 
banking for him—and this seems to be a 
favorite “delegated” job—you must sign 
his signature card at the bank or be 
given power of attorney. He may turn 
the entire banking responsibility over to 
you or let you handle only part of it. 
In the latter case, he must either main- 
tain two checking accounts (a working 
fund for you and a personal account for 
himself, with divided paper work for 
each of you) or keep only one account 
with two checkbooks. You would then 
have a fixed sum against which to make 
out his routine checks; he would handle 
the personal items. This means, however, 
that he would have to do the bank state- 
ment reconciling each month. 

The reconciliation of the statement is 


a vital job, of (Continued on page 59) 
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Turn on today’s Smith-Corona 








Electric, and instantly you see 
one of its many features. Its 
Signal Light gives immediate 
and positive on-off indication. 

















The special Keyboard Slope 
and slightly slanted keys give 
unmatched typing comfort. Each 
key cushioned to prevent “flat 


feeling and 


give livelier touch. 





Let us show you 


THE WORLD’S FASTEST 





All the operating controls are 
grouped efficiently within the 


ELECTRIC 
keyboard area. Result: No waste 
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Exclusive Half Spacing—easiest, 
and simplest method of error 
control. It permits corrections 
without time-consuming (and 
costly) total retyping of a page. 





Every Smith-Corona Electric 
feature is designed to bring you 
the finest possible typing — at 
a speed faster than that of any 
other typewriter in the world. 
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OUTHERN WOMEN, we 

have always felt, have a 
unique—and_ well-deserved 
reputation for feminine grace 
and charm. Maybe it’s the 
more leisurely living tempo, 
maybe it’s the still romantic 
ideas of the Old South, maybe 
it’s the easy-going drawl. What- 
ever the cause, the result is 
wholly attractive. 

Somehow, though, we 
thought that their Northern 
sisters probably had a slight 
edge on them as far as the busi- 
ness world was concerned—life 
moves faster up North and one 
must keep up with it. But that 
was before we went South, be- 
fore we met Inzer Walzak. 
Here is a girl who works long. 
hard, efficiently—with a drive 
that equals or surpasses that 
of many a top-notch Northern- 
er. Yet, she still maintains the 
charm, the drawl. A mighty 
potent package—and, we’ re be- 
ginning to discover, not un- 
typical of the South. 

Inzer is a true Southerner. 
Even her unusual first name 
bears witness to the fact; it’s 
an old family name in her na- 
tive Alabama. Now she lives in 
one of that state’s top indus- 
trial cities, Birmingham. She’s 
a member of that exciting, 
hard-to-define species—the Ex- 
ecutive Secretary. Her boss: 
Robert I. Ingalls, Jr., Chair- 





‘| & 
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Frequent occurrence at Ingalls 
Inzer gets ready for note-taking 
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man of the Board of The Ingalls Shipbuilding Corpora- 
tion, Chairman and President of The Ingalls lron Works 
Company—the main industries of Ingalls Industries. 

Ingalls is big business, important business. Steel fabri- 
cation and steel erection are major endeavors under the 
general heading of Ingalls Industries. But it is the ship- 
building operation that is the most fascinating. A quick 
tour of the main yard at Pascagoula, Mississippi, leaves 
the visitor gasping. There is a rush of movement and 
sound—the movement of men and machines, the sounds 
of riveting, drilling. hammering. And sights: The keel of 
an atomic submarine nearing completion, a mammoth 
off-shore oil drilling rig knee-deep in the river, the hull 
of a freighter—heavy with rust—rearing skywards . . . 

A partial list of Ingalls “credits”: The USS “Glacier.” 
the ice-breaking flagship of the late Admiral Byrd; the 
liner “Atlantic,” converted from a wartime Liberty ship 
to an almost all-tourist passenger ship; the giant “Brasil” 
and “Argentina” (both are still under construction), 
Moore-McCormack’s luxurious contributions to the South 
American run; tankers, landing ships, barges for the 
Navy; even a flock of air-conditioned shrimp boats for 
Gulf Coast fishermen. 

With three busy shipyards (two at Pascagoula, the 
third at Decatur, Alabama) and a number of other 
plants, the executive offices in Birmingham are always 
exciting, always busy. Inzer’s day may include a phone 
call from a government VIP, a letter from a steel tycoon, 
a bid on a government contract, a meeting of “giants” 
of industry. 

“Meetings.” says Inzer. “take up a lot of time. There’s 
at least one a day in Mr. Ingalls’ office . . . more formal 
conferences from time to time in the board room. It 


seems as though there’s a constant stream of people going 





Slightly less hectic is taking dictation from her boss. 
Mr. Ingalls likes to dictate on the spur of the moment, so 
“Just as I’m getting set to transcribe a letter or get out 
a report, the buzzer will sound, and I get out the short- 
hand pad and prepare for a stint of dictation.” Probably 
not the most efficient way to do things, but Inzer says 
wisely, “You soon learn to adjust to your boss’ ways.” 

Much of the material that she handles is of the highly 
confidential variety. Like any good executive secretary, 
she has learned when to talk, when to keep her mouth shut. 

She does do a lot of talking on the phone. “It rings 
constantly, but with time you learn to distinguish be- 
tween the voices of family. friends, actual or potential 
business connections—and those ‘personal’ callers who 
usually turn out to be selling something.” Her perceptive 
ability saves her boss a lot of time. 

The longer you talk to Inzer Walzak. the more you 
realize just how many ways she has found to do a good 
job. For example: Reporting time at Ingalls is 8 a.m.; 
Mr. Ingalls arrives about 7:45—Inzer gets to the office 
about 7:15. This, she explains. gives her a half hour to 
herself, a good headstart on a busy day. 

“All too soon, it’s 7:45 and... wham! A high-powered 
boss never gives you a chance to slow down.” 

About the only time Inzer can slow down is when Mr. 
Ingalls is away on business. This happens for short inter- 
vals during most of the year. for a three-month stretch 
during the winter months. On the latter, Mr. Ingalls 
takes off for Florida on the company yacht Rhonda II[— 
a magnificent 96-foot floating palace (built by Ingalls, 
of course )—to entertain business clients and customers. 

Inzer is in touch with the Rhonda every day during 
the trip, via ship-to-shore phone. Her boss calls several 


times a week during the Florida (Continued on page 55) 











by my desk—probably wearing a path right through the 
carpet,” she adds laughingly. 

Inzer is responsible for setting up the conferences— 
“getting the right people there at the right time with 
the right material.” In addition, she sits in on a good 
many of them, taking notes at a rapid pace. “It starts 
out with one person holding the floor; then two, three, or 
four start talking at once. There have been times when 
things got so hectic that I’ve asked them to slow down 
and go back to that one-at-a-time routine.” 
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An executive secretary's job is exacting, challenging, rewarding. 
Always there is the need to be alert, efficient, understanding of the 


needs and wishes of others. Note Inzer Walzak as she goes about her 














By MARILYN FRENCH 


HE FIFTH MAJOR PROBLEM in white-collar land, 

according to my Human Relations in the Office class 
at the Central Y.M.C.A. of Chicago, is how to foster bet- 
ter teamwork between departments. 

The secretaries in the group had gradually evolved 
tactful ways of solving problems common to most offices. 
No matter which department you work in, their ideas 
should help you smooth relations with other sections. 
This achievement is important because no department 
is an island. Each is connected with and depends upon 
the other parts of an organization. The chief value of any 
department lies in its service to the business as a whole. 


(1) How do you overcome lack of understanding be- 
tween departments? 

A woman who worked for a large company related 
her experience. “Our corporation is so big that it is 
almost impossible to know what each and every depart- 
ment does. We do have a company publication, though, 
which carried the usual chitchat about various sections. 
While some of this news was interesting, most of it con- 
cerned engagements, weddings, bowling scores, fishing 
tales, etc. There was little mention of the work done in 
the departments. Since the editor is a friend of mine, I 
asked her if I could write about the work of my 
department. 

“She thought it was a good idea and told me to go 
ahead. |hen she asked other department reporters to do 
the same. Within a year, the paper had covered the 
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work done by most of the sections. We all had a chance 
to learn who's who and what's done where. 

“Another way to learn more about the company is to 
take advantage of any outside activities it sponsors. | 
joined the bowling league and got acquainted with peo- 
ple from all over the company. Now when I need some- 
thing from another department, | know whom to ask.” 

While such solutions are workable in a big company, 
secretaries in smaller companies still needed advice. 
One woman employed by a small manufacturing firm 
reported on her “do-it-yourself” program. 

“Our department felt that we needed to know more 
about the others, so we took the first step by volunteer- 
ing information about our work. We did this by sending 
other people copies of letters that concerned our projects. 
This gave them an understanding of our responsibilities. 

“In addition, I make it a point to have coffee with 
girls from other departments so that we can talk shop. 
Once in a while, | have lunch with people in other 
sections. I ask questions about their work and answer 
queries about mine. If I have a tough problem, I seek 
their advice—and this really works wonders!” 


(2) How can you bridge the gap between sales-minded 
people and office personnel? 

The perplexed secretary who posed this question 
added that “one group is naturally detail-minded. The 
other has no patience with detail and cannot appreciate 
the time and effort involved in office routine.” 
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Best answer to her problem was this: “We ollice peo- 
ple tend to forget that our contribution is service—to 
other departments and to the customers. Also, we some- 
times fail. to realize that the men who sell our products 
are vital to the business. Without their sales, the fac- 
tory would not need to produce goods. the office would 
have neither records to keep nor any other paper work. 
It pays to co-operate with the sales department. 

“However, we should take a leaf from the salesman’s 
book and learn how to ‘sell’ the value of our services. 
We have done this in our office by keeping track of how 
much time is required for each task. Then, when the 
sales department needs facts and figures, we can esti- 
mate how long the job will take. We explain this and 
promise to have the job done by a certain time. If the 
sales department can’t understand why a job will take 
so much time, we show them our past records.” 


(3) How can you deal with the head of another depart- 
ment (a woman) who wants to tell your department 
what to do and how to do it? 

An astute secretary shed some interesting light on 
this situation. “It’s important to settle one point first. 
If the work of her department hinges on yours, she may 
be justified in asking you to do things a certain way. 

“We had a similar case. Our reports were always 
done a standard way. Meanwhile. the department that 
received the reports had changed its method of han- 
dling them. Finally, the supervisor of that department 
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asacu us to come to a meeting. He explained his new 
system and asked for suggestions about how we could 
prepare the reports to include the needed information. 

“Because our department had been asked to co- 
operate and offer ideas, we felt as though we had a stake 
in making the reports as useful to him as possible. The 
reports were simplified and fewer copies were needed. 
As a result. our work became easier, and the other de- 
partment received exactly what it wanted.” 

A classmate added this suggestion: “Why not sit 
down with the woman supervisor and ask her why she 
wants the work done differently? If you know her rea- 
sons, you may agree that it is necessary to change the 
procedure. At least you will have a chance to explain 
why you prefer to do the work your way.” 


(4) How can you contend with pettiness between two 
executives in different departments and remain neutral? 

From the class discussions it developed that few of- 
fices escape having at least one husky feud between 
department heads. All agreed that a secretary should 
refuse to take sides and should avoid anything that 
might fan the flames. 

One secretary with fifteen years’ experience had 
weathered a number of feuds. At last, she was success- 
ful in breaking up one that could have split the com- 
pany into two factions. “I realized that jealousy is at 
the bottom of most feuds. Paradoxically, the jealousy 
often stemmed from the fact that one man secretly ad- 
mired qualities the other possessed—-qualities that he 
himself lacked! 

“So. when this feud started, | made up my mind to 
act as a mastic to bring the two people together. When- 
ever | had a chance, I would tell one man that the other 
admired his skill in closing big deals. And the second 
man beamed when | mentioned that the first party 
envied his flair for detail. Its hard to remain angry 
with someone after you hear that he respects your par- 
ticular forte. Pretty soon, the two were consulting each 
other on their problems, and the feud dissolved.” 


(5) Often, my department needs help from other de- 
partments. What's the best way to ask for it? 

A great deal, the class thought, depends upon how 
you approach the other department for help. After 
much discussion, the secretaries decided that this eight- 
step program should do the trick: 

(a) Ask for help in the way you would like to be asked 

to co-operate. 

(b) Explain why you need the department’s help and 

how the project will benefit the business. 

(c) Give thorough instructions. 

(d) Ask the person to repeat the instructions to be 

sure they are understood. 

(e) Encourage questions and suggestions. 

(f) Set a deadline and follow through on the work. 

(g) Thank the people involved and praise them when 

the work is completed. 

(h) Offer to return the favor whenever they need 

help from your department. 
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““The executive secretary is one who welcomes the 


challenge of responsibility, yet has the capacity to accept and live with 


routine duties ...she grows as she works, constantly enlarging her 


knowledge and her skill... the word ‘service’ expresses her maxim.”* 


CLARE H. JENNINGS, CPS, PRESIDENT, NSA 


**The executive secretary is—not one of the low priced three! She is the 


super deluxe model equipped with all the extras — Personality, Initiative, 


An expert in human relations, Inoffensively efficient, Able to supervise others 


pleasantly, Make decisions promptly, Save her executive’s time, Keep his 


blood pressure normal, his disposition buffered against irritants. °° 


RYING TO DEFINE “executive secretary” is almost 

as difficult as pinpointing the exact meaning of “love.” 
The more people you question, the more varied the an- 
swers you get. Like love. the executive secretary's job 
seems to be as diverse as individual opinion and experi- 
ence can report. 

On both subjects. however. there is invariably one area 
of agreement . . . they are each indispensable, in their 
respective spheres. 

While there may not be any instant “heat-and-serve” 
summary for this job of executive secretary, there cer- 
tainly are numerous attempts to provide carefully pre- 
pared “gourmet” descriptions of what job and girl 
should be. 

On these pages you will see several. And. in the course 
of our research. we have garnered others. ranging from 
the flippant . . . “How else could you promote a secre- 
tary?” to the innocent . . . “They're secretaries to execu- 
tives, aren't they?” to the self-righteous . . . “All our 
secretaries are eflicient, responsible, etc., but we don't 
call any of them executive secretaries.” 

By boldly eliminating these and other borderline ideas, 
we can probably divide all opinion on definition into two 
schools . . . call them A and B. “A” believes in the in- 
dividual, one whose training. ability. and ambition are 
outstanding enough to merit recognition by top manage- 
ment in terms of promotion, commensurate salary, com- 
plete confidence. and a position of trust. 

School B believes that a job of a secretarial nature 
exists in the upper reaches of corporate officialdom. The 
girl who holds the job is called an executive secretary by 
the firm regardless of her duties and responsibilities, 
which vary radically from job to job. 

If there is little agreement on the function of the 
executive secretary, there is even less on how, where, and 
why the term originated. Ten to fifteen years ago. one 
rarely saw a help-wanted ad with this title. Yet today, in 
spite of no specific job definition, everyone to whom 
we spoke had a particular image of the kind of person 
we meant when we said “executive secretary.” When did 
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she emerge? And now that she’s here, where is she going? 

One fact stands out—the executive secretary is the 
leader in her field. How did she reach this lofty pin- 
nacle? The “evolutionists” believe she got there in a 
natural progression, reflecting the increased importance 
of women in business. First. she was a “typewriter.” then 
a “stenographer,” then a “secretary,” and now an “exec- 
utive secretary.” 

The “cynics” believe that, just as titles like “junior 
assistant executive” have appeared in managerially top- 
heavy business, a feminine title has been coined to coun- 
terbalance the picture. 

There is finally the “economic expediency” theory that 
holds with the job having emerged full-blown at the 
height of the secretary and male administrative assistant 
shortage during World War II. Increased responsibility 
at the secretarial level demanded a more apt designation. 

Each of these ideas has a certain merit. The fact re- 
mains that, by whatever name she is called. the executive 
secretary is here to stay, and Mr. Modern Executive can 
indeed be grateful for her presence . . . be grateful and 
pay a premium salary to keep her. For in this rarefied 
atmosphere, average earnings start at $6000-$6500 per 
annum. with a goodly number exceeding this figure. 

Although we have heard of a twenty-five-year-old ex- 
ecutive secretary, and others may exist, most of these up- 
per-echelon office angels are older. Some have taken time 
out for families and returned to work. The greater num- 
ber have continued working—up and up—and says Sec- 
retaries Unlimited, a local employment source, there is 
little turnover once the top level is reached. 

Our research on the top level has made us aware that 
there is a unique relationship existing between an execu- 
tive secretary and her employer. It is within the idea of 
this relationship that we believe the definition of execu- 
tive secretary lies. Within it, too, is the answer to where 
the executive secretary is going. 

The skills of management are diverse, but more and 
more, the modern executive must depend upon the funda- 
mental know-how of a top-notch secretary. The develop- 
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“* The executive secretary ...is the indispensable right hand of her 


employer. She is an independent, thinking individual, an integral 


part of a closely knit partnership of employer and 


assistant ... she must have the judgment and sense of responsibility that 


come with maturity and yet at the same time the 


eager and growing mind of youth... 


ment of this relationship depends upon three things: 
the job, the scope of the boss’ decision-making powers, 
and the quality of the secretary. Some men can delegate 
office authority: others can’t. Some secretaries have ad- 
ministrative talents; others don’t. The right combination 
creates the need for an executive secretary, who is. we 
believe, a secretary—plus! (Just as a top executive is a 
businessman—plus!) That is. a right mixture of intelli- 
gence, ambition. alertness. and dedication which com- 
mands a high price but returns more than full value. 

The “Plus!” people we are about to meet, alter egos of 
some of America’s top management in business and gov- 
ernment. were chosen for us through two associations. 
Limiting each group to five people made this a formi- 
dable task for all. since there are certainly many other 
representative candidates who could have been added, 
if editorial space permitted. 

Half of our girls are members of the National Secre- 
taries Association and hold the familiar and much cov- 
eted CPS certificate. which stands for the highest secre- 
tarial achievement in business skills. The other half was 
chosen by Executives’ Secretaries, Inc., a unique organi- 
zation formed in 1938. Membership in Executives’ Secre- 
taries, Inc., belongs to the firm, which is represented 
actively by one of its top secretaries or key women em- 
ployees. Membership in any chapter is limited to 101 
business and professional noncompeting units. Among 
the many constructive goals of this association is fur- 
thering community and individual business develop- 
ment through worth-while meetings and conferences. 

And now, may we present... 


The Treads of Progress 





Annis Draper started working as a stenographer for the 
(‘aterpillar Tractor Company, Peoria, Illinois, in 1933. For 
the past four years, she has been executive secretary to the 
firm = president. 


Miss !)raper’s twenty-five years of stenographic and secre- 
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tarial experience began in high school, where mathematics 
and bookkeeping were her favorite subjects. She also com- 
pleted an eighteen-month secretarial course in eight months. 
A holder of the CPS certificate since 1952, she takes dicta- 
tion at 125 wpm, types at 60. 

Analyzing the essential qualities of the executive secre- 
tary, Miss Draper advises the ambitious beginner first to 
“acquire proficiency in technical skills. learn all you can 


about your firm’s business about your immediate em- 


ployer’s responsibilities. Make frequent use of all the pro- 
fessional aids available . . . handbook articles on letter writ- 
ing, typing short cuts, ete. Be sincerely and cheerfully 
helpful—not just helpful. Strive to do more than meet the 
minimum requirements of your assignment.” 

Having reached her present (and enviable) position 
through promotion, it is not surprising to hear Miss Draper 
say she believes any intelligent girl with “the desire to do 
so can train herself to the executive way of thinking.” She 
has proved it. The elusive “plus factor.” which makes the 
executive secretary easily distinguishable from all others. is 
defined by Miss Draper. who should know, as “thinking with 
initiative. tempered with judgment.” 

Had she been a man, quoth Miss Draper, she thinks she 
might have enjoyed a career as an architectural or mechani- 
cal engineer, since she likes to know what makes things tick. 
This talent for analytical thinking is obviously a good pre- 
requisite for an executive secretary. too. 

Her own initiative and good judgment are frequently put 
to use throughout each busy day as she “arranges all ap- 
pointments for and with her boss. handles all the many 
incoming and outgoing calls. takes and transcribes dictation 
from both the president and his assistant, and keeps the 
president's calendar current with regard to established dates 
of board meetings for outside firms where he is a member.” 

There is a half hour for lunch, and at 4:30 the business 
day is over. Overtime and weekend work are rare. This 
gives her a forty-hour work week, a three-week vacation. 

Good manners, poise, tact. and social graces are other 
qualities that Miss Draper feels are imperative for the 
executive secretary in her association with the boss and 
other office personnel. Close association with lower-echelon 
employees must be carefully handled, she says, since confi- 
dential information, which cannot be divulged, is so often 
entrusted to the executive secretary. She finds one of the 
few disadvantages of leadership lies in “the possibility of 
becoming isolated from general office routine and personnel.” 

But this is far overshadowed by the distinct and “obvious” 
advantages of her work, one of the most important of which, 
according to Miss Annis Draner. ‘s the ceriain assurance that 
“vour efforts to do a good job have not gone unnoticed.” 


MODAY’S SECRETARY 





Atoms and Reactors 





Yvonne Lovely’s career is part of our atomic age. As 
executive secretary to Dr. R. W. Johnson. assistant director 
for University Relations and Professional Personnel at Oak 
Ridge Laboratories in Tennessee, she represents a completely 
new field of secretarial demand. The scope of her duties 
and responsibilities is magnified well beyond those of execu- 
tive secretaries whose work is less in the international spot- 
light. Perhaps this is why she is particularly concerned 
with confidential material. “Complete silence on the subject 
to other executives or personnel” is of primary importance 
as far as she is concerned. 

And perhaps this also explains why she is so definite on 
the subject of errors, feeling that the executive secretary is 
“expected not to make mistakes, even little ones. She , 
can't afford not to know.” 

Daily pressure of this kind, which might be considered a 
disadvantage by some, is viewed instead as a challenge by 
Miss Lovely, who says she is “gratified by the feeling of 
having attained the top of one’s profession.” 

Miss Lovely’s preparation for her position included two 
years of liberal arts college and one year of business school, 
but she hasn't let it stop there. She is currently working 
towards a B. S. degree in the University of Tennessee eve- 
ning sessions. In addition, this energetic young woman 
received her CPS certificate in 1955. 

Before working at Oak Ridge, she had six years of varied 
experience with Fairchild, a newspaper, TVA, civil service, 
and an engineering and construction firm. She has been with 
her present boss for four of her eight years at the Oak Ridge 
Laboratories. 

In a typical 8:00 to 4:30 day, she reports, “correspond- 
ence is quite heavy, consisting of arranging lectures by mem- 
bers of the staff 


the South, and various memoranda with regard to the per- 


in educational institutions throughout 


sonnel requirements of our 18 research divisions. Processing 
personnel papers, telephone answering. arranging appoint- 
ments, preparing drafts of letters, and keeping necessary 
records” keep her busy, but she manages to handle every- 
thing so well (aided by her 98-wpm typing and 100-wpm 
shorthand) that there is no overtime or weekend work. She 
takes a two-week vacation each year and is looking forward 
to the three weeks she will have after ten years of service. 

From her varied and interesting experience, Miss Lovely 
has culled some very specific ideas on the necessary charac- 
teristics of the executive secretary and expresses them most 
explicitly. “The executive secretary complements her boss. 
: Since she is expected to speak and act for him, she 
must reflect his way of thinking. She knows when to decide 
for him and when to leave him a convenient loophole, when 
to take the initiative and when to refer the matter to him. 
She serves as a buffer, knows when to interrupt him, when 
to leave him alone. She doesn't object to reminding him 
more than once but stops short of nagging. She keeps her 


personal problems to herse:f and always appears friendly, 
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cheerful, and helpful to all of her business associates.” 

When questioned, Miss Lovely confessed she might have 
liked a career as a world traveler and writer if she hadn’t 
become so happily and successfully involved in the very 
important, exciting work she is now doing. 


Bottles and Bottles 





Dorothy Vaughan is national president of Executives’ 
Secretaries, Inc., and secretary to the president of the Dr. 
Pepper Company in Dallas, Texas. She is, in addition, that 
rare creature in the business world ... a true gentlewoman. 
Her opinions and business philosophy reflect a maturity, 
warmth, and thoughtfulness that should be particularly sig- 
nificant to a beginner with secretarial ambitions. 

Miss Vaughan reaffirms what seems to be a general feeling 
among all the executive secretaries we've talked to—that the 
distinguishing feature of an executive secretary can be found 
“in her ability beyond the necessary skills. A good secretary 
has reached high proficiency in secretarial skills.” she says. 
“An executive secretary has this and something more.” 

Miss Vaughan’s own educational background includes four 
years of junior college and business-administration training. 
Her present job, which she has held for six years, was 
reached via promotion. With no personal assistant she gets 
through a busy eight-to-five day with all the efficiency that 
skill and experience can give, typing more than 60 wpm, 
taking dictation at faster than 110 wpm. 

No secretary's day is typical, she says, unless it’s typical 
of her executive. “Working for an executive allows only a 
small portion of the day to be consumed by routine.” 

Two weeks of the year are vacation time. Her weekends 
and evenings are free, although she finds herself making 
frequent trips in her capacity as national president of the 
Executives’ Secretaries, Inc. 

Obviously there’s no time for daydreaming in Miss 
Vaughan’s crowded schedule. How she manages to sustain 
all her roles successfully can be seen in a phrase which she 
uses continually in her answers to our questionnaire. Every- 
thing is referred to the touchstone of the personal—of the 
individual. ‘She always makes time for people and therefore 
finds time for her work. 

“Every phase of the business world,” she feels, “no matter 
how cold it may appear, is involved with people. If there is 
ever any doubt of what the proper personal attitude is toward 
any situation or person, the answer can be found in the 
Golden Rule.” 

Interestingly enough, each secretary interviewed has evi- 
denced some pariicular quality in herself, in addition to 
other positive attributes, as being the basic key to her suc- 
cess. They ranged from super-efficiency to extra diligence 
to superior insight . some special facet of the personality 
emphasized to the benefit of the individual and the eventual 
benefit of her employer. 

Miss Vaughan’s special gift, it seems to us, is evidenced 
by her subtle judgment in human relations, based on a very 
real and warm interest in the people around her. 
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The Girl Behind the Keys 





Billie Hughes Yannone, a member of Executives’ Secre- 
taries. Inc.. is a beautiful woman. Until four years ago. in 
fact, her face was literally her fortune—she was a model. 
She also seems to be a woman of more than average courage, 
spirit, and self-confidence. 

Hearing of a position as a receptionist in the San Fran- 
cisco offices of the Olivetti Sales Corp. she applied for the 
job without any previous business experience and got it. A 
high school graduate. she taught herself to type during that 
first year of employment, attending night school as well for 
six months. She is now executive secretary to the Western 
division manager and has held this position for three out of 
the four years she has spent with Olivetti. 

Mrs. Yannone. in addition to her obvious energy and am- 
bition, also has the kind of humor and detachment that 
allows her to describe her “typical day” as follows: 

“The day begins for me at 6 a. m. when I arise, dress. put 
out the dog, and then wake up the teen-age daughter and 
fourth-grade son. We have breakfast. and I pack lunches 
on the run and drop my daughter off at school on my way 
to the 7:45 train. One hour on the train lets me nap. read, 
or talk with a fellow commuter. At the office at nine. | open 
the mail, and while the executive is looking it over. I take 
care of his appointments, make phone calls, ete. Dictation 
and discussion take place from about 10:30 until noon. After 
lunch, | take care of the afternoon mail and work on special 
projects. From 2:00 until 4:30 | write letters, make out 
purchase orders, and, once in a while, get caught up with my 
filing. At 4:30 the mail is signed, and by 4:45 I have it 
ready to be sent to the mailing department. [| make out a 
list of the activities for the coming day and run to catch 
the 5:14 home. Evenings are spent with the children and 
home duties. In bed at 10:30 with a good book and listening 
to my favorite records on the Hi-Fi.” 

One might think that the natural prerogative of an attrac- 
tive woman would be fluffy femininity, and it is refreshing 
to find “no-nonsense practicality” one of Mrs. Yannone’s 
salient characteristics. 

If she does use one “feminine” attribute, it is in the area 
of employment relations. Her opinion is that “the executive 
secretary should handle situations regarding other employees 
and should be a liaison figure between the employees and 
management.” 

Then there's the matter of intuition. Each day on the 
job presents opportunities to show good judgment to “pro- 
tect” the boss and save him time, to anticipate his requests, 
and to be an indispensable “silent pariner.” 

However, she wistfully adds that someiimes a good secre- 
tary may lose her identity. But, for someone who sincerely 
feels that her job has been “one of the greatest challenges 
of my life,” a disadvantage such as this is hardly to be noticed. 

Asked what she’d like to be if she weren't an executive 
secretary, Mrs. Yannone confessed to dreams of politics as 
an exciting alternative. “There is so much to be done for 
the good of our government and country.” 
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... Madame President, really, the White House has always 
been this color... 

A dream, no doubt, but if she really wanted it, we feel 
that Mrs. Yannone could get it, if any woman can. 


Dateline: Louisville 





Mark Etheridge. publisher of the Louisville (Kentucky) 
Courier Journal and Times. makes almost as much news 
himself as his paper reports. To act as executive secretary 
to this crusading newspaperman, a woman must have _per- 
sonality and skills of a high order. 

Elizabeth Shaw does. She's been working for Mark 
Etheridge for twelve years in a job that she got because a 
friend sugggested that the paper interview her for the 
opening. 

Her skills are top-notch: so is her ability to deal with 
people. One piece of evidence—the CPS pin she wears 
proudly. Equally impressive is her background: it combines 
good secretarial training with years of experience in business 
and government offices. 

That word “experience” is an important one to Elizabeth 
Shaw. “It's essential for anyone who aspires to a top posi- 
tion, she comments, “since it develops skills. initiative, 
comprehension. | think it’s a good idea to get this expert- 
ence in several different jobs. always moving to a more chal- 
lenging. more demanding one. In addition, a secretary's 
efforts to educate herself should be unending.” 

Now at the top of the secretarial ladder, she breezes 
through a 9:00 to 5:30 day that may encompass anything 
from filing speeches to paying all personal and household 
bills of her employer and his wife to handling one of those 
little crises apt to pop up in a busy newspaper office. Having 
worked successfully with a number of executives. Miss Shaw 
finds it easy to adapt her thinking to that of her boss in a 
given situation. She admits that “it's a help if this ability is 
inborn, and as a rule it is. But an extremely ambitious 
girl could train herself to do it.” 

The executive secretary, she feels, is a good regular secre- 
tary who has graduated or advanced .. . to a position of 
more responsibility, more initiative, more authority. She 
is entrusted with the most confidential matters . . . she 
should be just as willing to take orders as to assume re- 
sponsibility. 

Discretion, tact, alertness in dealing with people are most 
necessary to the girl who handles confidential material. “On 
this point. she should be like Caesar's wife—above reproach. 
I once read a biographical sketch of a secretary to an im- 
portant ambassador in which it was said, “She speaks five 
languages and can keep a secret in all of them.” 

Admittedly happy with her present job, Elizabeth Shaw 
lists its many advantages—the salary, the surroundings, the 
interesting people one meets. The only disadvantage—a 
very feminine frustration when she knows something's com- 
ing up and “I can’t talk to anyone about it!” 

We feel that the Courier Journal and Mark Etheridge are 
in good hands. 


TODAY'S SECRETARY 


Black Gold 





Most secretaries—we hope—are neat, tactful, trustworthy. 
Vera Pennekamp seems to have incorporated all these quali- 
ties and added a few more for good measure. For she gives 
the impression of being meticulous, diplomatic, a veritable 
Rock of Gibraltar as far as dependability is concerned. 

Witness her arrival at the Denver office of the Shell Oil 
( ompany at 8 o'clock every morning. Quickly, she reads and 
routes all incoming mail. checks on those little extras 
sharpened pencils, able-to-write pens, filled lighters, good 
supply of cigarettes—that make a boss’ day a happier one, 
takes a quick look at the daily calendar. By nine, she’s 
ready—possibly a little out of breath—for a daily confer- 
ence with her boss. vice-president of the Denver area. 

“After that.” says Vera, “it’s catch-as-catch can. Meet- 
ings. appointments. phone calls, correspondence, almost any- 
thing. The fact that my duties and assignments are so varied 
is one of the principal reasons why I like my job.” 

Another reason—she finds the oil business fascinating, 
confesses that “if I were a man, I'd like to be in the explo- 
ration-production end of the industry.” 

Instead she’s an executive secretary—one who has learned 
to think like an executive. The result: the ability to make 
decisions quickly and correctly. This, Vera Pennekamp feels, 
comes with training and practice. 

Wisely, she knows, too, that people are an important part 
of business. Thus tact and diplomacy rank high on her list of 
requisites for a job such as hers. “Being friendly with people 
on all levels is important, always bearing in mind that con- 
fuiential material must be kept entirely to oneself.” 

The aura of calm and efficiency surrounding Miss Penne- 
kamp’s blonde head like a halo hasn't just happened by 
chance. It's based on sound business skills, application, and 
devotion to duty. It's equally useful outside the office, too 
Vera Pennekamp is national secretary to Executives’ Secre- 
taries, Inc. 

Points for a beginner to watch? Miss Pennekamp says: 

“Diligence in following through on the smallest detail. 
The complete, accurate carrying out of every assignment. 
Maintaining an even disposition—whatever happens—and an 
immaculate appearance. Honest loyalty to one’s supervisor. 
Ability to handle people. Enthusiasm for one’s job.” 

Quite an impressive set of business standards—but you see 
how far it took Vera Pennekamp. 


The Wild Blue Yonder 





Catherine Washburn doesn’t know her typing and shorthand 
speed anymore. Except for occasional notes, she doesn’t have 
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to. For she has an assistant who does it tor her and ioilows 
through on other routine details. 

This frees Mrs. Washburn for the exacting task of being 
executive secretary to the president of Aerojet-General Corp., 
Dan A. Kimball (a former Secretary of the Navy), and his 
executive vice-president, Arthur Rude. She has held this post 
for the past twelve years, after thirteen years as departmental 
assistant with this Los Angeles firm. 

With high school training and her own long experience, Mrs. 
Washburn has reached a key position in a vital industry. 
Quite logically, she feels that “many of the qualities of a 
top-flight secretary are instinctive.” but she adds that hard 
work and intense interest in the business are important ways 
to gain job authority. An executive secretary, according to 
Mrs. Washburn, who should certainly know, “raises her level 
of thinking to that of management. The mechanics of secre- 
tarial work are assumed; the rest is up to her.” (Sound fa- 
miliar?) 

Self-discipline, singleness of purpose, and wholehearted 
interest in her work are almost surely Catherine Washburn’s 
secret of success. Commenting on the advantages of her 
position, she says that they may be summed up as “satisfac- 
tion in a job well done. No one admires mediocrity and, re- 
gardless of the type of job, when you've achieved the top 
rating in a field of work, you're above mediocrity.” 

Mrs. Washburn has that top rating and with it the firm 
conviction that the executive secretarial position is a most 
important one in business today. And her company’s field is 
certainly one of the most essential to our country today. She 
says, “It is very likely that my enthusiasm stems from the 
excitement of the business; however, I contend that there is 
excitement and interest in any business if you approach it 
with the attitude that you are part owner in the benefits to be 
derived from its growth.” 

And if she weren't already at the top of another career, 
Mrs. Washburn believes she would enjoy being a security 
analyst. “Possibly,” she says, “because there are so few 
women so engaged. The challenge would be tremendous.” 

More fortunate than most of us, she has already realized 
part of her dream by lending her formidable abilities to Ex- 
ecutives Secretaries, Inc., as their national treasurer. In our 
opinion, they couldn't have found a better finance officer. 


Politics Down South 





There are at least two states in the Union whose top ex- 
ecutives can “relax” ... their secretaries are in the top 1 per 
cent of the field. For our next two interviewees are personal 
secretaries to Governor Orville L. Freeman of Minnesota and 
Governor J. P. Coleman of Mississippi .. . 

First, let's go South to Jackson to meet Miss Nellie Com- 
mander, who is a member of Executives’ Secretaries, Inc. 
She has been with Governor Coleman since 194] when that 
gentleman served as District Attorney of the Fifth Congres- 
sional District. She came to Jackson with him when he was 
appointed Attorney General in 1950 and stayed on when he 
took office as Governor in 1956. 
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Miss Commander's business day begins at 8:30, supposedly 
ends at five. But like most top secretaries, she puts in over- 
time—be it at night or on the weekend. We imagine that by 
the time her two-week vacation rolls around each year, she’s 
good and ready for it. 

Working without a personal assistant, she begins her daily 
routine with the mail—distributing some, holding most of it 
for the Governor's personal attention. In this “business.” 
form letter 612 is neither proper nor politically wise. And 
in between dictation and transcription. there are phones ring- 
ing and streams of people calling to see the Governor for any 
one of a thousand reasons. 

Miss Commander is well equipped to handle all the dicta- 
tion and transcription in a busy office. She types at 80 wpm, 
takes shorthand at 150 wpm. However, she feels that her 
main job is “taking pressure off the Governor, working close- 
ly with him, always being on hand, helping to maintain good 
office relations among other members of the staff.” 

All this is done with high efficiency cloaked in the soft 
accents and feminine charm of the Southern gentlewoman. 

Miss Commander has no use for the “born executive see- 
retary” theory. Instead she believes that ability is a matter 
of training, application, and a desire to improve one’s skills 
and way of thinking. As she advises the beginner: “Apply 
yourself to the job. Devote your time, energy, and ability to 
hecoming a good secretary. Remember that your employer 
comes first. Strive to do the things you think he would want 
you to do without having to be told . . .~ 

Though her job entails great responsibility. she handles it 
beautifully. Her greatest satisfaction: “knowing that you're 
an important part of the office, that you and your job really 
mean something to your executive.” 


Politics Up North 





Meanwhile, back North in St. Paul. Jean Merigold, per- 
sonal secretary to Governor Freeman and office manager for 
his staff of 12, is working through a day that begins “some- 
time after 8 a.m.” and may end up—as often as not—long 
after midnight. “Sleep is a hard-to-come-by commodity when 
you're on the Governor's staff,” Miss Merigold reports, add- 
ing crisply, “That's why I can’t go along with cracks about 
‘soft government jobs.’ ” 

Her day-into-night job—the result of a volunteer stint dur- 
ing the Governor's previous campaign—is anything but calm. 
True there are the usual office chores. An immense volume 
of mail—*every letter must be answered very carefully”"— 
transcription, phone calls, meetings. But the problem of 
meeting deadlines chases away any resemblance of routine. 
“We have no way of controlling or even anticipating news 
breaks which require immediate interruption of our schedule 
for a news conference. There’s usually radio-TV coverage and 
attendant preparation and distribution of news releases. This 
means that we're working nights, weekends, through lunch 
hours. Public relations is the lifeblood of politics and, to a 
large extent, of government as well, since without public 


understanding and support, no program can operate holly 





successfully. And it all takes time 


lots and lots of time.” 
“My problem must be recognized.” Jean Merigold con- 
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cludes with a smile. “I received two alarm clocks and two 
wrist watches for Christmas!” 

Clocks and watches may not help this secretary through 
her busy schedule. but undoubtedly her poise, efficiency, and 
intelligence do. She feels that the executive secretary must 
closely identify herself with her employer's interests. and, go- 
ing one step further, have chosen her job as a way of life. 
Too, she must know when and how to combine initiative and 
routine order-taking. Says the experienced Miss Merigold: 
“There are times when the boss wants to be just that—no 
questions asked. Usually it's a mood of the moment, though. 
since he generally counts on his secreiary’s using the good 
judgment she possesses.” 

Other assets for the girl on top? Good manners and tact. 
“You have to know a multiplicity of ways to say ‘no’ while 
giving the impression of saying “yes.” ~ 

Jean Merigold admits that there are slight disadvantages 
to being an executive secretary. Your time is very seldom 
your own. Its difficult to maintain friendships except with 
others with a similar routine. But she adds quickly, “These 
are disadvantages only if you don’t like this line of work. 
And in that case you'd better get out of it, before you're 
eased out or shunted into a dull rut. And any disadvantages 
are far outweighed by the many plus features—the challenge. 
the satisfaction in solving problems. the independence of 
planning your own work.” 

To beginners who aspire to go higher she offers some sage 
comments. “Given the requisite intelligence and personality. 
never stop learning—on the job, in the classroom, with people 
whose interests are worth while (listen, don’t talk about your- 
self all the time). Above all, concentrate on human relations. 
It doesn’t matter how technically proficient you are. if you 
can't get along well with people—all types of people—you're 
stopped before you start.” 

Obviously, Jean Merigold didn’t stop. With a B.A. degree. 
a CPS certificate, and years of experience, she has reached 
the top. The view from there, she finds, is well worth the 
climb. 


Swatches of Beauty 





If there is any beginner who would like a blueprint for 
success, she could do no better than apply to Mrs. Mary T. 
Young, executive secretary to the chairman of the board of 
Textron. Inc., Providence, Rhode Island, and corporate as- 
sistant secretary. She was appointed to the latter post a few 
months after qualifying for her CPS certificate. 

Mary Young has come a long way from her two years of 
post high school training. She entered the secretarial field 
on the lowest rung of the ladder—at $20 a week!” —then, 
after time out for a family, she returned to the business 
world, gradually advancing from $40 to her present lofty 
level. 

Things have changed in other ways. too. Overtime—“nights 


and weekends —is frequent. There (Continued on page 53) 
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TODAY’S SECRETARY 











AY | ANY SECRETARIES, proud of their 
™ shorthand, view all types of dictat- 
ing equipment as usurpers of their posi- 
tions as office queens. Such machines, 
they feel, are for only those secretaries 
who never learned shorthand. 

Perish the thought! A dictating ma- 
chine* can be every secretary's best 
friend! After all, the boss can't operate 
the transcriber himself—and he isn’t like- 
ly to fire you the day a dictating equip- 
ment salesman makes a successful pitch! 
Chances are he’s counting on you to show 
him how both of you can take full ad- 
vantage of the many time- and labor-sav- 
ing features inherent in the machine. 

Be prepared to surprise your boss with 
this bag of tricks to get the most out of 
your machine. It can give both of you 
many extra hours of invaluable time to 
devote to the creative aspects of your 
careers, can free your boss from the bur- 
den of carrying work home evenings, and 
will reduce your own office overtime to 
only those real emergencies. 


What Can Dictating Equipment Do For 
You? 


If there’s a heavy load of mail to be 





*See March issue for complete information 
on the Rex Recorder, Comptometer, Steno- 
rette, Dictaphone, Gray, Edison, Vanguard, 
Stenocord, Peirce, and SoundScriber dic- 
tating machines. 


April, 1958 








BY MARGARET NORTON 





DETAILED 


FOR DICTATION 


sorted, here’s one good way of speeding 
up this process. First, open the mail, un- 
derscore important sentences in red, and 
sort letters into major groups. Next, if 
you have time, pull out important pre- 
vious correspondence pertaining to the 
new mail—this is a tremendous help. 
Then your boss can begin on those items 
requiring top priority. Items that need 
only the boss’ initials or that may be re- 
ferred to others without additional nota- 
tions are marked immediately and tossed 
into his outgoing basket. This helps clear 
the paper pile, leaves him free to dictate 
the most important items first, allows you 
to schedule your time more effectively. 

If your employer is the kind of man 
who says what he means, your only job 
will be to transcribe the letter. If he is 
the hesitant or repeater type of dictator, 
you may find it best to transcribe in draft 
—double-spaced on colored paper to sig- 
nal “unfinished” work—X-ing out as he 
changes his mind, leaving blank spaces 
when he’s at a loss for the right word. 
With the typed draft in his hand, your 
boss will be able to correct his errors and 
come up with good, final dictation. You 
should point out, however, that this in- 
volves twice as much work for both of you 
—work that can be eliminated if he or- 
ganizes his thoughts before flipping the 
“on” switch of the dictating machine and 
beginning his letter. 


Use Your Machine to Eliminate Waiting 
Around. 

Bane of shorthand dictation, in the 
opinion of most top-notch secretaries, is 
just having to wait while the boss collects 
his thoughts or is interrupted by urgent or 
inconsequential telephone calls. With a 
dictating machine, he sits at his desk, 
talks at his own pace, does one letter at 
a time or scores at a stretch—and never 
keeps you waiting while your own work 
piles up. Neither one of you is dependent 
on the other’s work pattern. And in small 
offices, where two or more men may want 
to dictate at the same time, frayed dis- 
positions and slowed-down output are 
eliminated. 


Drafting Speeches and Reports. 

Another important executive function, 
often a big headache, is the compilation 
of speeches and reports. These don’t come 
full-blown from your employer's head, 
and no one knows it better than he! After 
youve helped him compile necessary 
data, file material, and check facts and 
figures, he'll be confronted with a mass 
of disjointed details. Suggest that he dic- 
tate his first draft by topics as he thinks 
of them. 

As you transcribe his drafts, try to keep 
each category on a separate page, keyed 
in the upper right-hand corner with the 
identifying title. (Continued on page 48) 
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THE STORY UP TO NOW 

Nancy, dulled by the sleeping pills that her rival, Marsha Van Fleet, has slipped 
into her soup at lunchtime, is called into the “lion’s den” once more. Where is 
the important McGregor report? Nancy has misfiled it! Of course, Marsha is the 
one to find it and return it to Mr. Dawson. By this time, Nancy is ready to quit 
Mr. Dawson is “impossible.” However, Murph, the retiring secretary, points out 
to Nancy what satisfaction can be gained from working with such a brilliant man. 
“It’s worth all the heartache,” emphasizes Murph. Nancy, almost at the breaking 
point, consents to stay and not give in to Marsha. 

But the personnel director, Mr. Thorpe. has learned of the “trouble” in the vice- 
president's office and misconstrues Mr. Dawson's outburst against the misfiling of 
the report. Mr. Thorpe rushes in to be of service—Mr. Dawson defends Nancy, 
saying that there had been no trouble at all. 





FOURTH OF FIVE PARTS 








Nancy is again reassured that she has made the right decision by agreeing to stay. 
She turns, looks at her desk, and finds two important letters ruined by fresh blotches 
of ink—Marsha, again! 
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TODAY'S SECRETARY 
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“your copy 
1], in just 


— 4 seconds” 


The “Thermo-Fax” Copying Machine... 


...compare copy methods; you’ll use this one! 


You’ll use it because here is the world’s orders, reports, or any forms you now 

cleanest, simplest way to copy. Only must retype or duplicate. You'll see how 

‘“*Thermo-Fax’”’ Copying Machines give the truly modern simplicity of dry process 

you an exclusive dry process copying copying makes other copy methods old- 

method that is completely All-Electric. fashioned. You'll see a brand new way 

No chemicals. No liquids. You make to save time and money. Call your near- 

copies in 4 fast seconds for as little as5¢ by dealer for your 4-second demonstra- IN 4 SECONDS 
each. Try it in your own office on letters, tion now, or send coupon for full details. 

- MINNESOTA MINING & MANUFACTURING COMPANY-where RESEARCH is the key to tomorrow «--+++++-+- 


Minnesota Mining & Manufacturing Company, Dept. QF-48, St. Paul 6, Minnesota 


Send me a copy of your informative new book, “Better Business Communications,” and full details on clean, dry process copying efficiency. 


z ¢ 
° Th Te) % aE = ADORESS - a 
. ) : 0 D4 


| COPYING PRODUCTS “‘seaRc™ _ 
COMPANY CITY ZONE STATE 


The terms ““Thermo-Fax"’ and “‘Secretary’’ are trademarks of Minnesota Mining & Mfg. Co. 








From your very first letter-— 
your IBM HElectric 
y begins to pay dividends = WY 








25 YEARS AGO IBM introduced its first electric typewriter...this year IBM continues 











To cut costs and increase profits 
your boss is sure to go electric— 
make sure he goes IBM! 


Pays for itself by saving time and work. 


Most dependable electric in performance, 
simplest in design and operation. 


met 
Finer, more distinguished typing 


can increase profits and prestige. pane 


its leadership with its one millionth electric typewriter! 








You'll be proud of every letter he signs! 


No matter what touch you use, every letter will 
be clean, sharp, and even. No more “pounding” 
either—typing is a joy because it takes up to 
95.4% less finger-effort than a manual! 


He’ll be proud of every letter you type! 
Because the IBM Electric turns out better- 
looking letters, your boss will be pleased as 
punch... clients impressed . . . and your com- 
pany’s prestige increased. 





ELECTRIC 
TYPEWRITERS 

















BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 49) 
r > 
WW ords / can be teasers 
They All Rhyme with “Hole” 
. = ‘ ? \ 
Here are brief definitions of ten words that rhyme with hole. How are these words spelled? 
1. A black solid mineral used as a fuel. 6. Quaintly amusing. 
2. One and only. 7. A long. slender piece of wood. 
3. A round, deep, hollow dish. 8. To turn over and over. 
1. To have one’s name recorded on a list. 9, An aim. 
5. The spiritual part of a person. 10. The part that an actor assumes in a play. 


Wanted: Adjectives! 


Supply the adjectives for each of the following nouns. (Hint: Some of them may surprise you! ) 


1. president 2. governor 3. money 
6. tooth 7. fragment 8. heart 


How Many Languages Do You Know? 


9, enemy 


5. derision 


10. doubt (other than doubtful) 


lL. example 


Only English? You’re mistaken. Everyone uses some foreign words. Many persons, such as secre- 


taries in law offices, are acquainted with many. Substitute for the italicized words and phrases in the 


following sentences the foreign words or phrases having the same meaning. From what languages 


are they borrowed? 


|. Ten members of our class agreed to contribute $50 
annually to the scholarship fund. 

2. Proceeds from the first performance of the play by the 
famous playwright will be given to charity. 

3. Doctor Thomas, president of Blank College. is a mem- 

the school’s executive committee by 


of his offic ec. 


ber ol virtue 

1. The unfortunate controversy is entirely a matter of 
conservatives against radicals. 

». That fur jacket is too antiquated for a girl whose 


stvle of dress is so smartly stylish. 


Choose the Synonyms 


6. 


10. 


Which of the four lettered words following each of the 


italicized words? 


1. A forthright person is: (a) one who is right every fourth time, 


») 


To obviate means: (a) to obliterate. (b) to prepare for, (c) to reverse, (d) to make unnecessary. 


What Is the Difference Between— 


1. A desert and a dessert? 2 


2. A recipe and a receipt? 


2. An austere program is: (a) strict. (b) lenient, (c) old-fashioned, (d) ultramodern, 


3. A fiasco is: (a) a success, (b) a failure, (c) a beginning, (d) a trial. 
1. 


3. Callus and callous? 


Do you like Roberta’s present style of hairdo? 
| blush every time [| remember the gross social blur 
der | made in introducing guests at the wedding re 


ception. 


. The disturbance in the outer hall kept me on the 


alert during the entire performance. 

Hill Brothers is having an attractive sale of wom- 
ens underwear starting Monday. 

Anyone who has been trained in music appreciation 
would recognize immediately that the performer is a 


mere dabbler in the art. 





italicized words is nearest in meaning to the 


(b) uncouth, (ec) straightforward, (d) suave. 





1. A collision and a collusion? 











Looking the part, a 

simple task for an 
executive secretary, 
planning with the same 
perfectionist touch 

that made her what 

she is. Nice example: a 
self-scarved chemise in 
Cupioni and pima cotton, 
10 to 16, by Miss T.J. Navy, 
toast. black. green. Just $18, 














A. Variations on a theme by 


Paris. A chemise in new 
Silcosa (silk and Viscose), 
belted and bowed in patent 


and organza. Sizes 5-15. 
Black, navy, or brown 
tweed, by Tailored Junior. 
Priced at $23. 


8. Signs of spring. The re- 
turn of polka dots and 
wanderlust. Be ready in 
Tailored Junior’s draw- 
string top, slim skirt of 
Cupioni and pima cotton. 
Sizes 5-15 in bright orange, 
gold, aqua, and soft beige. 
Just $20 


c. A garland of jeweled 
flowers encircles the neck 
and bedecks one side of this 
smooth, flattering sheath. 
Here is the perfect spring- 
into-summer dress of cool 
rayon-spun linen, In soft 
pink, white, or powder 
blue, by Young Viewpoint. 
Custom-sized 124% to 
About $30. 


p. The soft chemise blouse, 
a perfect companion for the 
season's suits or topping a 
pleated skirt for its own 
costume look. Alice Stuart 
makes it with just a hint 
of shape at the waist, high 
lighted by a flat bow. The 
jewel neckline accented 


here by Coro 


E This crepe chemise by 
Michael Kent brings its 
own bag of tricks. Included 
are a shocking pink silk 
scarf, rhinestone pin, and 
two belts—one crepe, one 
black leather. In black, 
navy, Kent green, or blue. 
Sized from 8 to 16; priced 
at $30. 


W here to Buy? See page 59. 
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OR AN IMPORTANT JOB, an important look. For the 
F efficient, clear-thinking, capable “right hand” of the 
executive, a look that shows she’s a pretty right hand 
as well. 

The special look of the executive secretary stresses 
her unique qualities for a job that requires feminine 
competence. Her clothes, her make-up, her hair, and her 
walk show a day in, day out devotion to perfection. No 
detail is overlooked, and all details are kept in place 
for a result that is superbly well organized. From her 
polished shoes to her shining hair and her clear skin 
the executive secretary has a look that inspires confi- 
dence, a look that matches her job. 

The special look begins with a point of view. It begins 
with enjoyment in taking a responsible part in the world 
of business. with pride in being a woman, and with a 
desire to stay youthful and attractive for the busy years 
ahead. It’s a look that takes time and practice — a look 
that is worth the cost. 

Every day begins with scrupulous cleanliness. fol- 
lowed by a protective coat of lotion on hands. arms, and 
legs. The very act of smoothing on lotion acts as a mas- 
sage to keep skin and muscle tissues firm. Lotion or 
cream, the wise girl has discovered, protects a good com- 
plexion from the effects of wind, weather, and downtown 
crime. Further protection: the new moisturizing foun- 
dations that counteract the dry, wrinkled look built up 
through the years in overheated offices. 

A thorough beauty routine at the day’s close assures 
a continuation of the clear, glowing look. Soap and 
water are wonderful cleansing agents, but the removal 
of modern. clinging cosmetics is a task for deep-reaching 
creams and lotions. In addition, beauty grains and an 
astringent are often needed on the nose, chin, and fore- 
head as oily glands become more active with more birth- 
days. Future good looks call for using a night cream 
around the eyes, along the corners of the mouth — wher- 
ever the day’s frowns and smiles might accumulate into 
aging lines. 


For every day... 

The executive secretary knows well the value of pretty 
hair. Unless she’s blessed with natural curls, a few 
strategic clips are an important overnight must, even 
though she wears a simple hairdo or has a good per- 
manent. Neat hair, like neat typing, is part of the secre- 
tary’s responsibility; her hairdo must look attractive 
through the most harried days. While hair spray offers 
daily control, proper shaping — generally backed up 
with a gentle permanent — is the mainstay of neat hair. 

Pony tails, long, loose locks. and tight, tiny curls are 
equally unsuitable for the look of the executive secretary. 
Rather, she chooses hairstyles — in keeping with current 
fashion — to flatter the face. For many handsome wo- 
men, a wide wave arching above the forehead from 
temple to temple balances a jaw strengthening with 
maturity. Faces with a pert, young quality look best 
under one of the short cap styles. Hair pulled back into 
a chignon or knot — worn well above the collar line for 
1958 chic —looks marvelous with features of classic 
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AIDS TO LOOKING PRETTY: 
DuBarry's Color Glo—to add ] 
sparkling new color to hair. } 





The delightful scent, ; 
Red Lilac by lLentheric — 
fresh and gay as Spring. 
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perfection, but cheek-caressing waves or a becoming 
fringe of bangs can modify this style to suit many less- 
perfect faces. 

Make-up, like hairstyles, must last all day. Although 
the executive secretary knows the value of touch-ups, 
she is prepared to look pretty even when there is barely 
time for a glance in her desk mirror. Cosmetics are put 
on carefully at home, since the woman with responsibil- 
ities must be ready for work the minute she steps into the 
ofice. To give her make-up staying power, she starts with 
a foundation cream or lotion, chosen to match her nat- 
ural skin tones and her skin type — compressed powder 
or liquid for radiant normal complexions, pancake for 
skin endowed with extra oil, liquid for delicate dry skin. 
A dusting of powder keeps lipstick from streaking. Lip- 
stick drawn on with a brush guarantees a pretty mouth. 
Mascara, eyebrow pencil, and a pale shade of rouge, 
applied with a light hand, contribute sparkle. Through 
experience and testing, the executive secretary learns 
that her best buy is the product that wears well on her. 
She understands the excitement of achieving a different 
look with a new shade of lipstick, a new line to the 
eyebrow, a new hairstyle. 

For sudden emergencies — and for days when all goes 
well — she keeps a supply of beauty aids in her desk 
drawer. On hand are such essentials as hair spray and 
hairpins, brushes, safety pins. needle and thread, spot 
remover, her favorite cologne. One of the most-used 
items from the desk drawer is her hand lotion or cream; 
it comes out every time she washes her hands. Constant 
skin care is essential if one wants to type expertly, sort 
papers efficiently, wrap rush packages — and have lovely 
hands. 

To protect nails against stains. a cover of nail polish 
is necessary. Many secretaries prefer the —more— 



















Diorissimo, Christian ; , a 
Dior's newest — for magic y ‘ 
“™} moments, magic memories. 





Houbigant presents 
Flatterie — a charming, 
subtle way to earn a 
little of the same. 


Se good — Monico's 
SiBon Bath Soap, to 
soften, soothe, 
fume as you bathe. 


per- 
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Sheer delight — SiBon 
a Dusting Powder. 
To use lavishly. 





Bright Secret, a? 
lovely onsyer to the 
dry-skin problem. 


Seeowy igre 


Fussy 


gloss of clear polish, but a light true red contrasts prettily 
against smooth, skillful hands. The girl who wears 
colored polish keeps an extra bottle — in her standard 
shade — in her. emergency drawer. Ragged or chipped 
edges — the result of office wear and tear — can be neatly 
and quickly repaired. Those who favor clear nail polish 
keep a bottle of cuticle remover on hand. It’s ideal to 
wipe away grime that gathers around the edges of nails. 

While nails might be repaired discreetly at the desk, 
the executive secretary prefers to correct clothing and 
cosmetic flaws in privacy. She cuts down long trips to 
the washroom by eliminating the nervous mannerisms 
that lead to smudges...hands at the face depositing 
grime, hands smearing eyebrow pencil, fingers pulling 
curls askew, tongue licking away lipstick. If she looks 
well in clothes with buttons and bows,.she checks every 
frill at the beginning of the day, then follows a hands- 
off policy at work. 


The time and the place... 

What the executive secretary wears depends upon the 
kind of office in which she works. For each business 
there is an appropriate look, a correct combination of 
cosmetics, hairdo, clothes, and accessories. The casual 
look is out for office hours. If a girl is young, she avoids 
clothes with a schoolgirl look; if she’s old enough to be 
vague about her own school days, she avoids things that 
date her — dark lipstick, rimless glasses, matronly shoes. 

The “correct look” reflects the sphere of the business 
in which she holds a key position. In glamour fields like 
advertising, selling, and television, for example, the 
executive secretary wears clothes that exemplify this 
year's fashions. Chemises, gently fitted suits, or bloused- 
top sheaths are in her 1958 business wardrobe, probably 
in dramatic colors or subtle neutrals. Her accessories 
are bold: bibs of beads, large handbags, T-strap shoes, 
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Natale to combat 
signs of age. 






Fragant luxury. After 
Bath Freshener — 
Yardiey’s April Violets. 





and stockings in the same color as her dress. With strik- 
ing clothes, vivid cosmetics are in order. Eyeshadow in 
bright green or blue, pale pink or coral lipstick, and 
artfully tinted hair are acceptable for the woman who 
knows how to adapt them to her own advantage. 

In conservative fields — banking, manufacturing, and 
the like — the executive secretary adopts what is best for 
her from the clothes and cosmetics that are always ac- 
ceptable for business. Tailored dresses, classic suits, crisp 
shirts and skirts are the backbone of her business ward- 
robé every year. Quality fabrics and good lines make 
her clothes’ suitable for the formality of executive offices. 
Important classic accessories dress up her costumes, 
which tend to be in conservative dark colors or familiar 
pastels. In the cosmetic line, she prefers to make gradual 
shifts to. suit changing ideas of beauty and changes 
within herself. Cosmetics are used to create a natural 
effect. She chooses new light shades of make-up, “plays 
up” her eyes, offsets the tailored line with a soft hair- 
style to give herself an up-to-date smartness. 

In any office, feminine graces are welcome. Everyone 
gets pleasure from the delicious air surrounding the 
woman who wears a crisp perfume. The sparkle of a pin, 
the freshness of flowers on a lapel, the brightness of a 
sincere smile put womanly warmth into ordinary days; 
a bouquet of garden flowers on a secretary’s desk (or on 
an executive’s desk) makes any day extraordinary. The 
thoughtful, womanly touches of the executive secretary 
stay in the background, never interrupting the normal 
course of business. Obvious female devices for attention 
— from heavy perfume to tight skirts and jangling brace- 
lets — are taboo. 

Whatever her age, whatever her job, the executive 
secretary chooses clothes and cosmetics that show her 
interest in the times, her interest in handling a top job 
in a top-level manner. 


Beauty insurance — DuBarry's 
Créme Natale and Elixir 
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BEST FOOT 
FORWARD 


This is the spring it’s fun to have feet. 
It's been a long time since shoes (and 
with them, tinted stockings) have figured 
so prominently in the fashion picture, 
with very many of the top magazines de- 
voting big chunks of forecast space to 
the importance of being well shod. 

What’s behind it all? The chemise, of 
course—putting new emphasis on a leggy 
look with its short hemline (20 inches 
from the floor in Paris, a conservative 16 
here). 

The big color news is red, red, and 
more red. Red-shoe red, rocket red, real 
red red—these are only a few of the fire- 
cracker-bright colors punctuating the sea- 
son. Red worn with red (and stockings 
tinted to match) or as a fresh accent with 
tobacco brown, hyacinth, or navy blue is 
the edict handed down by the fashion 
giants. 

Other important colors on the spring 
palette are bright green, cornflower blue. 
and, as a contrast. a soft, go-with-every- 
thing string beige. Colored suede is being 
used for evening and dress wear: splashy 
flowered print pumps bloom on all the 
prettiest feet by day as well as by night. 
Black patent leather, as classic as a cash- 
mere sweater and as much a sign of spring 
as the first crocus. continues to hold its 
own among the newcomers. 

Slim, closed, pointed pumps are still 
the most important look—the toes not 
quite as stiletto-like as last year. A new 
toe shape is the squared-off point. They 
go plain with round, square, or V-throats 

and fancy with buckles or low, close- 
fitting bows on the vamp. The revived T- 
strap continues to be the special pet of 
the high-fashion crew, rivaled only by the 
“sneaker,” a Louis-heeled pump with 
shoelace ties. A whimsical note for casual 
wear is sounded by corrugated rubber 
soles on a bright red or green pump. The 
sling back also appears frequently. 

The favored heels are still mid-height. 
variations on the beloved Louis heel, plus 
the returning stacked leather heel in 
brown and black leathers—all heights. 

Even the well-loved flats and play shoes 
have received the glamour treatment. 
There are pointed toes, shoelace ties, the 


“bucks” 


League. All have a feminine slant—with 


classic borrowed from the Ivy 
colors galore, interesting combinations of 
leathers and fabrics, striped and _pat- 
terned linings. 

Bright colors, beguiling shapes con- 
spiring this year to make it the easiest 
ever for a girl to put her best foot forward. 


April, 1958 
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actual size 


coupon for 
Dibsale™ 


trial offer 


its own disposable belt 


compressed in a dainty package... napkin fluffs out to full size! 


At last, true comfort—and protection at all times! 
DELICATE solves all these problems as nothing else can: 


e Easy to keep in desk—The package is scarcely larger than 
a lipstick. Stays intact until snapped open, keeping 
contents completely sanitary in desk or purse. 


e Soft cotton comfort— Deticare is made with super- 
absorbent cotton, soft and comfortable as only pure cotton 
can be. Tailored to fit smoothly...no bunching, no chafing. 


e Complete daintiness — Always, because DeLicaTeE has a 
special built-in shield for positive protection...and contains 
a new, truly effective odor preventive. 


SECRETARIES APPRECIATE DELICATE. Cirateful letters from business girls 
praise this superior product, which was originally introduced through 
dispensers. We plan to have it for you in stores as soon as possible. 
Meantime, here's an opportunity to get a trial supply. Fill in 

the coupon and mail it with $1.00 for 10 Deticate packages. The 
box will arrive in a plain wrapper, postpaid. 








* Marian Reed 

« AMERICAN HYGIENIC CORPORATION, Dept. A, 209 S. La Salle St. Chicago 4, iMinois 
= LJ For $1.00 enclosed, please send me box of 10 DELICATE packages, postpaid. 

. (J | would like to know how we can have a DELICATE dispenser for our washroom. 
* NAME 

ss ADDRESS 

; «city ZONE___STATE 
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NEW PIGEON HOLES 





Stack anywhere for more space and orderly 
storage, Handsome wood grain finish. Sturdy 
construction, 13%” x 6%” high x 104%” deep. 
We call them Pigeon Holes because they're 
so handy . for storing your hats, purses, 
gloves, books, canned goods, almost any 
thing. You can stack them on closet shelves, 
in cabinets, or anywhere you need more stor- 
age space. Available from Downs only. Satis- 
faction guaranteed, Order No. C 1307. 


Set of 4—only $2.98 postpaid 


Send for New, Free Catalog of Unusual items. 


DOWNS & CO., Dept. 8404A, Evanston, Ill. 


Today’s Secretary 


Goes Shopping 

























You neednt be! Now you can 
TROUBLED remove unwanted hair forever 
— in the privacy of your home 
WITH — with the famous Mahler Hair 
Removal Epilator! Acclaimed 
by thousands of women who 
UNWANTED have discovered how Mahler 


destroys the hair root perma- 
9 nently! By following our instruc- 
4 tions you, too, can learn to use 

ciently! Positive money-back 

guarantee! Act today! 






DEPT. 858-D 
PROVIDENCE 15, &. 1. 





Send 5¢ for illustrated Ib-page 
booklet "'New Radiant Beauty’! 





















Help restore the dewy look of youth, supply the 
moisture that time, harsh weather, and tension steal 
from your skin. ROYAL JELLY facial cream en- 
} riches dry_and fatigued skin, gives you youthful 


} radiance, This amazing cream actually contains 100 


SD | MGS. of ROYAL JELLY. the miraculous substance 
— that keeps the Queen Bee alive 40 times longer than 
all other bees. No matter what your age ROYAI 

JELLY is: safe to use. Thousands of women have 

found amazing results possible with this recent dis- 

covery, why not you? Value $10.00 Introductory offer to new 
you pay only $2.95 fed. tax incl. Add 25¢ for post. 


VITA-BEST, 487-TS Broadway, New York 




















ACTUAL size ee i 
mmm FROM THE “<G 
_/ WORLD'S FOREMOST \_ 
/ WALLET PHOTO PRODUCER 


That’s right .. . TWENTY-FIVE 
wallet size copies of your graduation 
picture. Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation Sy ep or glossy print. Your 
original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 

Satisfaction guaranteed or your 
money back. 


™'™ LARGA-PIC — BOX Z-20™ 
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ANAU SHELLS, gathered from the coral 
reefs of the South Pacific, make a beau- 
tiful necklace and earring set. (Try 


them with a linen sheath for simple ele- 


gance.) Specify plain or hibiscus scented. 
Set, plus complete history of shells, $2.95, 
ppd.: from Ou-Tre-Mer Company, Dept. 
2TS, 1501 Wirt Road, Houston 24, Tex. 


MERCI BEAUCOUP notes, designed by 
Schiaparelli of Paris, the nicest way we 
know to say “thank you so much.” Ten 





notes and envelopes come in three colors: 
White, her famous Shocking Pink, and 
Sleeping Blue. Just $1. At B. Altman in 
New York and fine stores everywhere, 


KEEPER OF THE KEYS—this clever jewel- 
crowned “screwball” will guard your 
keys in style and safety. Your choice of 
initials engraved on heart-shaped or 





square disc. Gold with topaz stone or 
silver with mock gray pearl. Just $1.50, 
ppd.; from Sue Allen, Dept. TS, 58-S3 
Buffum St., Lynn, Mass. 


A SURE SIGN OF SPRING, crisp white gloves 
appearing everywhere again. Here’s a 
pair as classic as every spring and as new 
as this one—Helenca stretch nylon com- 





bined with soft-as-butter washable cape 
leather. One size for everybody . . . white 
or beige. Just $3.95, ppd.; from M. D. 
Andersen, Dept. 18, Valley, Neb. 


JUST IN TIME for Mother's Day comes 
this unusual bracelet. Initial beads 
(similar to those used in hospitals) spell 
out Mother’s or children’s name: set off 
with pink, blue, or white beads linked 





with gold chain. Five-strand bracelet 
with two names, $3.95; three names, 
$4.45. Three strands, single name, $3.45; 
from B. B. F. Novelties, Dept. M8, 173-15 
73d Ave., Flushing 66, N. Y. 


JUST FIFTY CENTS will buy a pair of 
these traditional clogs for one of the 
thousands of Vietnamese children who 
must walk barefoot through the disease- 
breeding mud, exposing themselves to 





worms, infection, and even leprosy. If 
you would like to help one of these chil- 
dren, send 50 cents for each pair of clogs 
to Foster Parents’ Plan, 352 Fourth Ave., 


New York, N. Y. 


TODAY'S SECRETARY 








MARK THE DAY that something special 
happened with a tiny mock ruby on a 
golden calendar. 
it to remind you always. Charm available 
also on tie clip, key ring, or 


Circle your wrist with 


pendant 








necklace. Each $2.95, ppd.: from The 
PENTHOUSE, Dept. 18W, Box 2313, 
East Side Station, Providence 6. R.I. 
Be sure to spec ify month and day with 
youl order. 
THE TAPER BELT for weight-watchers and 
show-offs. What nicer way to keep track 
of your waistline than with this tapes 
measure belt, neatly notched to mark the 
ine hes between 22 and 32 ¢ Just 1. ppd. ; 
from Hobbies Unlimited, Box 97, Dept. 
TS-7, Oakland Gardens Sta., Flushing, 
2 
It'S GREEN-UP TIME, and here is some- 
thing really unique for the indoor gar- 
: dener. A miniature rake, spade, pick, and 
: pair of shears in a handsome brass stand. 
4 
, 





Decorative, practical, and just $4.95, 
ppd.: from Western Artcrafts, Dept. TS, 
12 E. Pikes Peak Ave 
Colo. 


, Colorado Springs, 


April, 1958 


Lifetime ‘“‘EVERNU-55”’ 
TELEPHONE- 
ADDRESS BOOK 
It’s Never Obsolete 










Revisions made lightning-fast! 
Slip ovt old tab, replade with 
new one. Always alphabetically 
perfect. No disarranged names, 
no messy markings. Special pages 
for Birthdays, Anniversaries, Xmas 
Card Listings. 


No. ‘’55'' $6.45 postpaid. Extra tabs $1.00 for 100 
(on perforated sheets). In N.Y.C. add 3% sales tax. 
No. C.O.D. 

T. S$. WIDDER ASSOCIATES, 110 Fifth Ave., WN. Y. C. 
Visit our factory showroom (Cor. 16 St.) CH 3-2500 








PHONE DIALER 


with Sarna aw brass 
(floral engraved) lever 
conversation piece iG. 
useful in the office or home 
Speedy job of dialing and stays 
on phone when not in use 
Saves wear and tear on nails 
Order one or several for gifts 


$1.25 ppa 
THE ART GIFT SHOP 


304 N. Western Ave. 
Peoria, tilinois 

















STOP 


Eye Glasses 
from 


SLIPPING 





keep pushing up 
your ever- sliding 
glasses. A pair of EAR- LOKS, soft, in- 
visible plastic tabs, hold glasses tight 
. . « Up where they belong. Attach 
easily over the ends of ear pieces on 
all shell-type eye glass frames. Order 
today. Satisfaction guaranteed. 


59¢a pair, 2 pairs $1. ppd. 


DORSAY PRODUCTS Dept. T 
2 Columbus Circle, New York 19, N.Y. 

















END SKIN IRRITATION 


LADIES EL EC TRIC SHAVER 
Puts an end to dangerous CUTS 
NICKS, SCRAPES of ordinary ra 
zor blades, Gently grooms legs and 
underarms to satin sleekness, gives 
flawless feminine beauty. No sharp 
edges or corners Designed for 
smooth action on the most delicate 
Value 7.50 $2.95 skin Two cutting blades. Self- 
Your Cost starting motor 100-120 volts. AC 
See 25¢€ postage only Ivory plastic case. Money 
c.0.D. please Rack Guarar 


say NORRIS, 487-TS Broadway, New. York 13, N. Y. 

















BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, national distribution, 
and beautifully designed books. All subjects wel- 
comed. Write. or send your MS directly 
GREENWICH BOOK PUBLISHERS, INC. 
Atten: MR. QUAWAY 489 FIFTH AVE 
NEW YORK 17, N. ¥ 








PIX-ALL LINT LIFTER 





Lint, dandruff, powder specks, and dog hairs in- 
stantly disappear when you roll PIX-ALL over the 
surface of any garment. PIX-ALL has a 3” cleaning 
surface that picks up lint with just a few strokes. The 
secret? Inside the roller is five feet of tape (replace- 
able). When the outer surface is filled, just cut it 
off and pull out a new surface on the roller. You'll 
find many uses for this handy valet—it’s also a per- 
fect aid when you press clothing. Complete with 
filler only $1.00 ppd. 


GENUINE TURQUOISE EARRINGS 
NO PAIR ALIKE 





Rich nuggets of genuine turquoise, mined in the 
West are set in delicate silver cages These caged 
earrings recapture old-fashioned hand-crafted charm, 
but are in style with today’s trend of mobile jewelry. 
\ fascinating addition to milady’s collection and a 
truly unusual gift. With screw-on fasteners, only 
$1.50 ppd 


SEND FOR FREE CATALOG 
OF GIFTS, EXERCISE, AND HEALTH ITEMS. 


J. D. CLINTON, Mt. Clemens 50, Mich. 








THE SECRETARY'S $ 4%: 
CHARM BRACELET Oe 


(Fed, Tax. Incl.) 
Twelve accurate miniatures of the secretary's pro- 
fession, each beautifully Hamilton Gold-Plated 
ind guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 


cooler, Swiss cheese sandwich and coffee! $4.98 
In Sterling Silver, $19.95; 14K Solid Gold, $129.00 
Zracelet with 7 Charms 
Hamilton Gold-Plated, $3.49 
Sterling-Silver, $12.50; 14K Solid Gold, $79.95 


Money-back Guarantee, Send check or m.o 


PERSONALIZED GirTs COMPANY 


160 Fifth Avenue, Dept. 84-5, New York nN. Y. 











SECRETARY—GIRL OF THE YEAR 
or 
Where to Look for the Right Job 


Here is a factual, informative, 24-page job-hunting 
reprint from TODAY’S SECRETARY that describes 
briefly the national secretarial employment picture 
and then tells through case histories what it's like 
to work in 11 different industries and professions. 
Especially of interest to the girl who wonders 
whether she is suited for a particular secretarial job. 
Price—25¢ per copy; $2.00 per dozen 
Send order with remittance to: 


TODAY’S SECRETARY 
330 West 42nd St., New York 36, New York 
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PIGEON HOLES, they're called, and they 


““SUN-FLECTOR”’ provide a handsome solution to the 
ALL-YEAR “small item” storage problem. Stack 


them on closet shelves—anywhere there’s 
PORTABLE, wasted space. Sturdily constructed with 
PRIVATE 


SOLARIUM 


helps give you 
on evenly-dis- 
tributed sun 
tan over entire 


FREE roetear 
ENLARGEMENT, 
WITH EACH ORDER. 








25 


WALLET 
PRINTS 


. 























Beautiful portrait body. 
enlargement worth ’ 

49c—FREE with It’s scientifically conceived to help induce even tan- 
your order for fa- ning over your entire body. The metalized, laminated 
mous Roy Wallet reflective surface is 2700 square inches that 
Prints—orderall you S-p-r-e-a-d-s the rays from head to toe. (Can be used, 
need for swapping— too, indoors with a sun lamp.) Reverse surface is 
perfect for job, gally decorated with a red and white candy stripe 
school, passport, and Size: 5 feet long, 2!) wide, 11% high; weighs a mere 

T all pes eoeelaeation 3 pounds, easy to carry with you because 
ACTUAL SIZE Send picture or neg- it folds to 18x30 inches. You'll use the 98 ° ie . 

(2%2" & 3%") ative with your or- Sun-Flector all year - and feel and plus a smart wood grain finish, each Pigeon 
SATISFACTION der Satisfaction look better because of it. Freight aL 1, 1 
GUARANTEED = guaranteed. FREE Hole measures 13% by 6'2 by 10'% 

; WATSON SALES "ay Whig” kapha ane ; 

ROY PHOTO SERVICE, Dept. 64 Catalog 1065 Utica Ave., Dept. TS-4, B’klyn 3, N.Y Inc he Ss. For a set of four, $2.98, ppd. ; 

’ ° i s . “*, ‘ Te > . mo 7 
G.P.O. Box 644, New York 1, N.Y. vn armen from Downs & Co., Dept. TS, Evanston, 
Ill. 
SECRETARIES 

CONFIDENTIAL LOANS WANT TO BE A CPS? AN OLD WORLD TOUCH, the chantilly lace 
i Start Preparing now for the next CPS oxeme Church Cap gracefully replaces the un- 

$50 to $300 on your signature only. with our study guide, with 195 changes : Ps hey I 
Repay in small monthly payments. (3.08); practice teots (3. 08); & new bibliog - attractive handkerchief so often thrown 

Jse vars in mous on ss 
Details free—write today ee OS pend internationally. over the head for unexpected visits. Im- 
HAS OHNSTON, M Beach, California, course an nternationall) , 

Cc . DJ IN, Manager Coneanenspnes Sousss 2 See sumone ee ported from France in black or white, it 

Grundidge, Ale. rated, P.O. Box 7093, Long Beach 7, California. 


























, ea) 
PRIVATE PROPERTY pap , y folds into a handbag-size case. The deli- 
Tab your collar with this Shield clip-on pin and it will IT BELON Gs TO Y ot see 1 


stay neat and pretty without pin holes. Add the cuff links cate 16- by 16-inch square is only $1.50: 


: his beautiful belt of select top grain cowhide, a full 
and earrings, and you'll have a matched jewelry set to This b ” oh Pé 




















” . om % Ini > speci ies v4 TS-202 
enhance any ensemble. Your own 2 or 3 engraved initials 4 hg with oe ors gh wr er og U rigs a = ; ue om 
mark them as yours alone. (Underline initial of last ials in heavy golden brass. Sizes 22 to 32. Choice o 7 S 6 St. ilade ia 2 ‘ 
name.) In Gold or Silver plate. COLLAR SHIELD PIN, black, red, tawny tan, beige, navy blue or willow #8 South 16th t., uladeipnia <, a 
$1.00 ppd.; SHIELD CUFF LINKS, $1.50 ppd. ; SHIELD ‘— S15 intatins Sek, tes. Shinned 

: EARRINGS, $1.50 ppd.; COMPLETE SET. $3.50 ppd aaa Bog hy ®. gsm og . 4 Paes 
MILO FASHIONS, 58-SE BUFFUM ST., LYNN, MASS. cg endncaigae ‘ ; ; ; 
Rutward, Inc. ¢ 12 Bryant Road * Columbia Station, Ohio MAKE A DREAM COME TRUE with this 
’ Date-Amount Bank. It practically forces 
; it’s FUN to receive packages from you to save by refusing to change the 
foreign countries. Write today for catalogue late le le “yes ie eld 
describing dozens of beautiful gift items that SOLID LAVENDER DISCS date unless you deposit <o cents. sn gor 
i can be shipped to you direct from the factories LAST YEARS with plain face or inscriptions, “For Our 
in England and other European countries. Ask 


Keep undies fresh. Scatter Lav-en- Drawer 
heart-shaped discs on stationery, drawers 
and closets for that English fragrance so 
long associated with lovely women. More 
concentrated than natural Lavender flowers 
Satisfaction guaranteed. In sealed vial of 
6, only $1 ppd. from 

RUTH CUMMINGS, Dept. TS 

176 E. 77 St., N. Y. 21, N. Y. 


for catalogue ‘‘Shopping in Britain’’ and in- 
] clude 25¢ for postage and handling. 


‘ MILLER’S IMPORTS 
2944 Forest, Dept. 220C, Kansas City 9, Mo. 


























SECRETARIES, ATTENTION! 
} HAVE YOU READ “The Diamond Neck- 






































{ Shorthand, of course? ' TAKE OFF o 
A few hundred copies of this interesting story, 1 ' 
written in Anniversary Gregg Shorthand, are avail- ' UGLY FAT ' 
able. 8 tora Ghertous Figure ; 
You may obtain this delightful shorthand reading $25.00 VALUE ' 
book FREE with a year’s subscription to TODAY’S 5 YOUR PRICE $ 95 “ 5 
SECRETARY. Subscription price $3 for one year, a © 2he or et wheres ine. os Add 50e postage 
or $5 for two years. B® Aids circulation—reiaxes! He Cam's Heme =f 
2 . 4 , “s9° ; 
Or you may buy the book for 50c. No billing, : ELECTRIC GLORIFIER MASSAGER Dream Cruise” or “College Fund.” Price: 
please. Gets at the strategic spots—tummy, hips, thighs. 4 rubber : ream \Lrulse or Olle ge und. rice: 
a ED ED GED RD GE END GEND GED GD Ca GED CD GD GD GED ' rollers vibrate flabby tissue—2-way action takes off ee ° ro) each: 3 for $5.75 , rd : from Lee 
typ ssage ‘ost t much per massage in a2 . 4 ao. 10, as sC- 
TODAY'S SECRETARY, 330 W. 42 St., New York 36, N.Y. | & Fame ‘pe sans, On-off switch. “AC. Fully U.L, approved. = we 4 he 
Please send me see COpy/copies of ‘The Diamond 4 ney-back Guarantee 1 Craft, Dept. rs, 300 Albany Ave., Brook- 
Necklace’’ for 50¢ enclosed. (No billing, please.) a say NORRIS co. “487-1D Broadway, New York, N. Y. lyn. N. Y. 
[] Enter my subscription to TODAY'S SECRETARY and iia ica caiaatinas A 
send me FREE ‘‘The Diamond Necklace.’’ 
C) $3 enclosed. C) Bill me. 
(] New subscription. L] Renewal subscription. is YOUR ENGLISH HOLDING Eraser Sodled / 
Cj One year. C) Two yeors. YOU BACK? ee a ee 
’ have helped thousands of men and women MAGIC MESH @& cleans erasers for 
POGUE. «iccveceninsantnesacdassaesianesninaeanientientninmmatenweiediansiodidmmiumas who have not had college training in English cleaner corrections * Banish erasure 
to become effective speakers, writers, and conver- memes “ey ye ae 
ne EE ORE EL a SE ee ee 4 sationalists. With my new C.1. METHOD you can ee Ne ee 
S stop making mistakes, build up your vocabulary, Send $.25 v0 
City. a OE speed up your reading, develop writing skill, learn MAGIC MESH ( 
ose the “secrets” of conversation. Takes only 15 minutes : ee me 
Position . trees tees day at home. Costa little. 32-page booklet mailed FREE, * Falls Stetson Box 801 
(Add 25 cents a year for Canadian postage; $1 a rite TODAY! Don Bolander, Career Institute, Niagara Falls, New York 
year for foreign postage.) Dept. 1454, 25 E. Jackson, Chicago 4, Hl. 
42 TODAY’S SECRETARY 
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PUT 


THE COLONEL IN CHARGE of our 

section.” wrote Florence Harris Kin- 
dom recently, “is Colonel John P. Barrett. 
When he learned the other day that [ had 
worked for the Gregg Publishing Com- 
pany. he asked: “Do you know Florence 
Ulrich?” ‘She is a friend of mine, I re- 
plied. ‘Well’ he said. ‘Florence Ulrich 
presented me with a medal at one time. ~ 
The prize he referred to was an OGA 
Pin for excellence in shorthand writing 
awarded years ago in Springfield, Massa- 
chusetts. 

Colonel Barrett of the Training Projects 
Section of Group Material at Cheyenne, 
Wyoming. is doing vitally important 
work today. but evidently neither time 
nor circumstances have made him forget 


receiving the OG A award. 


Now 1s THE rime for you to distinguish 
yourself in your studies by striving for 
the awards offered as you increase your 
skills. The kind of attention and applica- 
tion that results in earning them later 
may distinguish you in business or in the 
profession you elect! 

The award itself is not the only value 
of such effort, although it is tangible 
evidence of your perseverance and skill. 
The knowledge and the skill that the 
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YOURSELF IN THE PICTURE 


award represents are of greater impor- 
tance. 

The certificates are valuable testimon- 
ials of your attainment as a shorthand 
writer and typist, but you must use and 
hold the skills that earned them to profit 
by your accomplishment. Choose your 
goal and work to put yourself in the pic- 
ture you dream of. 

“We are so thrilled.” a teacher recent- 
ly wrote us. “A few days ago the school 
office received a request for a secretary 
from an explorer and writer. ‘| want a 
young man who is willing and ready to 
travel, but—and this is important-—he 
must be able to take dictation at 150 
words a minute!’ One of our students had 
just earned his 160-word pin so we sent 
him over to the hotel for an interview 
and test. He was off to India in five days 
on a job that paid $5,000 a year and all 
expenses! Incidentally, John is only 
eighteen years old.” 

What about you? How many awards 
tests did you take and pass last month? 

There are still many weeks before grad- 
uation, and you can make every hour of 
every day of every one of those weeks 
count heavily toward increased efficiency 
and production! Are you transcribing five 
mailable letters a day at the rate of 16 


words a minute? Increase production to 
10 mailable letters a day at the rate of 
25 words a minute! And step up the goal 
next month to 15 letters a day at 35 words 


a minute! 


(\NOTHER UNFORGETTABLE experience was 
told to us in a letter written by a former 
president of a bank in the Middle West. 
He began his career as a stenographer 
and worked his way to the top. Then the 
depression came along. For more than a 
year he traveled from state to state and 
city to city, but the bank presidents who 
were left were not relinquishing their 
jobs! One day, with most of his hope and 
his money gone, he stepped into a bank in 
a small town in Louisiana. He asked for a 
job. The president was kind, listened to 
his story, but gave him no hope. “The 
only job we have open at present.” he 
said, “is for a stenographer, but you 
wouldn't want that.” 

“LT told him I'd take it.” 


tinued. 


the letter con- 
“| have been president of this 
bank now for more than a year. 

“I am writing you this story because 
you played so vital a part in it. You see, 
as I went into a strange town, I got to 
going to the public libraries in the eve- 


nings to read. I ran across The Gregg 
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Writer, a magazine | had not seen since 
my student days. | read your article in 
the Awards Department encouraging stu- 
dents to improve their skills. It had been 
a long time since I studied shorthand, but 
| got hold of a Manual and tackled the 
job of relearning it. Your encouragement 
helped me. The sequel you now know. 
| owe you a million thanks!” An unforget- 
table experience, don’t you agree? 
Whatever the future holds for you, 
remember that opportunities are recog- 
nized and grasped by those trained to 
see and to fulfill them. Your secretarial 


training may have to serve you a long 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA | 
SENIOR | 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 
write anybody-can-read-it 
Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant. and very smooth joinings. | 
If you can qualify by penninga | 
good copy of this material, | 
you will get the 
Senior OG A certificate or pin, 
thereby becoming 
a full-fledged member of 
the Order of Gregg Artists. 


time. Your business success, your income, 


your advancement in the job you obtain 
will depend upon your ambition, your 
foresight, your training—and your apti- 
tude for further training. It is sad to see 
a young man or woman in a job with no 
other ambition than to wait for one coflee 
break after another! 


TO MAKE LIFE WORTH WHILE, you must 
have ambition, inspiration—a goal to 
strive for! Let your goal this month be 
the number of certificates you can earn 
in shorthand, typing. filing, transcrip- 
tion, bookkeeping. The OG A, OAT, and 





Competent Typist Tests—along with the 
instructions for taking them—begin here 
on this page. The shorthand speed and 
theory tests, transcription, filing, and 
bookkeeping tests are published in Busi- 
ness Teacher. (Business Teacher is free 
to teachers requesting it on their school 
letterhead.) 

Honorable Mention and the gold Em- 
blem Pin are awarded in addition to the 
certificate on specimens showing a super- 
lative degree of excellence. There is no 
charge for this additional recognition. 
Strive this month to make your certificate 
test worthy also of these two awards. 
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[Current Date] Words 
Mr. Kevin Klinger; The Compass Book Company; 9 
14 South Market Street; Minneapolis, Minnesota. 18 
Dear Kevin: Three months ago when I last saw you, 28 
you mentioned that you were interested in a basic _—_38 
book on salesmanship. You said that you wanted a 18 
book on the high school level that did not give too 58 
intensive a coverage of the subject. 66 
Enclosed with this letter is my table of contents 76 
for such a book. I have just completed the manu- 86 
script and would be glad to send you a portion or all 96 
of it for study. 100 
As you will notice from the attached table of con- _110 
tents, the book gives a very general presentation. If 121 
you feel it is too general, I could add to it as you 131 
like. I feel, however, that there is enough material 142 
in the book to give a student an over-all view of the 153 
selling field. 156 
Please feel free to call me if you have any ques- _ 166 
tions. My number is ORegon 6-9429. Cordially, 175 
Henry Lawrence. Enclosure 180 
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OAT 
JUNIOR 


Using either plain paper or 

letterhead, arrange this letter 
attractively on a full sheet. 

Use the word count to 

keep track of your production speed. 
Check your work for: 

(1) good placement, (2) neatness 

(type clean and clear), 

(3) accuracy (no typographic errors or 
strikeovers), (4) uniform indentation 
throughout, and (5) correct punctuation 
and spelling. Leave a blank line 

between paragraphs, even in single- 
spaced material. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award, * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Test ap- 
plications received without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.” * April 
copy is good as membership tests for 
OAT, CT (page 46), and OCGA awards 
until May 20, 1958. 











OAT 
SENIOR 


Candidates who wish to qualify for 
the Senior Award are to submit 
the Junior Test (letter above) 

and the Senior Test alongside. 


Use a full sheet of plain, white paper, 
and center this outline 

attractively. Type carefully (you may 
practice this test as often as 

you wish), and be sure to make all the 
corrections indicated in the rough 
draft copy 




















APRIL COMPETENT TYPIST TEST 
Te compute Wed, diside tosel Uy wamber of winater; or, t0 get wa speed, subtract 10 for euch ervor before dividing by namber of minute. 
(This copy should be double spaced.) Words Words 

Entering Arizona from the north, you 7 The contrasts in temperature are also 320 
see scanty vegetation. A fewtreesthat 16 startling. While people in the north- 327 
seem stunted and gnarled struggle to 23 ern part of the state may be having fun 335 
survive in the arid soil under the blaz- 31 skiing and tobogganing on hills cov- 342 
ing sun. Youtravelthrough many miles 39 ered with snow, winter guests only 349 
of this monotonous scenery and are not 47 two hundred miles to the south may be 357 
at all prepared for the awesome, inspir- 54 basking in the sun. 361 
ing sight of the Grand Canyon. Deep, 62 Phoenix, the capital, isa moderncity 369 
wide, and majestic, it glows witharosy 70 with shops that would please even the 376 
hue in the sunset; its rock formations 78 most exacting buyers. Graceful palm 334 
cause weird shadows that seem to move 86 trees line the streets, and the brilliant 392 
gradually with the setting sun. 92 flowers and green, velvety lawns make 400 

This chasm is truly the most scenic 99 the desert seem far away. The light 407 
example of erosion in the world; it was 107 blue sky is very near. In the distance 415 
formed by the combined action of a_ 114 lofty mountains are outlined against 423 
mighty river and the rain, wind, and 122 the horizon. In these mountains huge 430 
prying fingers of frost molding the sur- 130 dams store the water that irrigates the 438 
face of the earth. Rising from the | 137 once arid land and makes the valleys 446 
depths of the canyon are virtually 144 teem with gardens and citrus groves. 453 
whole ranges of mountains, their tops 151 Almost within the shadow of this 460 
only a few feet below the rim of the 159 city, there is a reservation where In- 467 
gorge. The muddy Colorado appears 166 dians live, true to old customs and for 475 
to be a tiny thread from the rim of the 174 the most part untouched by new ways. 483 
canyon one mile above. In the sunlight 183 Their dances are bright and rhythmic 490 
the rock formations become a warm ig religious events filled with deep feel- 498 
reddish bronze, at twilight a cold pur- 196 ing. Their crude and humble homes are 506 
plish blue. At night the abyss seems 204 in sharp contrast to the gay dude 512 
dark and bottomless. Its precipitous 211 ranches and fashionable hotels that 520 
cliffs reveal the history of the earth for 220 lure the zich to a life of luxurious ease 528 
half a billion years. 224 in the warm winter sun. 533 

A trip through Arizona is a series of 232 But among the varied sights in the 0 
surprises and contrasts. If you think 240 state, the one you may remember long- 547 
the state is arid, youareright;butthere 249 est is the saguaro cactus. This sturdy 555 
are sudden showers that strike without 257 pliant is often called the camel of the 563 
warning. At times great sheets of rain 265 desert, because it stores water in its 571 
fall, making water curtains over the 272 large trunk. Defying all the adverse 578 
windows and transforming the streets 279 growing conditions of this arid climate, 587 
into river beds. With sudden, swift 287 it survives and flourishes, as though by 595 
abruptness, as though turned off by a 2% sheer will power alone. In the spring 603 
control button, the rain stops. Those 302 the cacti bloom, and the soft, delicate 611 
who fled to shelter emerge into bright 310 blossoms springing from the rugged 618 
sunshine. 312 plant make the ground a flaming carpet. 625 


(Repeat from the beginning to complete a ten-minute test. ) 


Written especially for Gregg Awards candidates by Edith H. Huggard 
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] terial bel he same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print and 
f shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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GRASERSTIK, GIRLS 


get tapped 
for the 














When there's a vacancy 
for a higher-paid pri- 
vate secretary’s job in 
your office — will you 
get it? 

You will if you prac- 


7099B 


tice competent stenog- 
raphy and typing—and 
if you consistently use 


ALL SERVICE 





an A.W.FABER ERaser- © 
; co 
Stik. With this pencil- © 
shaped, white-polished | & 
‘ beauty you erase with- | & 
~< ut 1 tra Whoost ~ 
o ‘ 4 
~*~ rf ace, oosn -_ 
mistakes disappear as | ¢ 
} &} you remove a single | fz 
a letter without. marring 5 
ia surrounding area. Pick 4 
| &) up a few at your Sta- | & 
(09 r 
: tioners today. 
ee ; 
bh oe < 
x Which point i 
= do you prefer? 
= (ad 
oe MEDIUM or AVERAGE Ww 
, Wy 
THIN-or BLUNT q 
: ; a 
ERASERSTIK gives (9 
you your choice ~ 
Point it with any oa 
mechanical or hand = 
sharpener. > 
< 


\ SG 


With brush 20¢ Without brush 10¢ 
7099 and 7099B gray all-utility ' 
ERASERSTIK for pencil, ink or 
typewriting. 
7066 and 7066B for those who 
prefer a soft, red typewriter eraser. 
AW.Faber-Castell Pencil Co. 
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DICTATION 


(Continued from page 25) 





Double- or triple-space on inexpensive 
typing paper. Your boss can then sort 
and rearrange according to topics, scissor 
paragraphs apart and restaple in better 
sequence, edit and correct to his heart's 
content. He may go through the same 
process a second or third time until it be- 
gins to jell. (You can insert your reac- 
tions, suggestions, and additions as you 
transcribe the drafts, preserving the “live 
audience” reaction on which he undoubt- 
edly depends.) This system, incidentally, 
will save you endless hours of sitting by 
your boss’ desk taking notes while he 
agonizes over his brainchild. 


Saving Meeting Time. 

Conferences and meetings are the bane 
of many a businessman's existence—and 
therefore one of the biggest problems 
any secretary can have—but there's hard- 
ly a business that operates without con- 
ferences of one kind or another. Why not 
suggest to your boss that he dictate a 
draft of the agenda, which you can tran- 
scribe quickly for his editing and final 
approval? He'll save a _ tremendous 
amount of time by circulating it before- 
hand to all the people attending. and he 
can mark any special topic or desired re- 
search information that each man should 
prepare for the meeting. 


Handling Telephone Requests. 

Much of today’s outside business is 
done by telephone—important decisions, 
binding agreements, substantial orders. 
This is perfectly natural. But it’s definite- 
ly dangerous in various businesses. Spok- 
en words are forever lost to the ether. 
And neither you nor your boss nor the 
person at the other end may have a valid 
record of commitments or promises. 

There are many ways in which the tele- 
phone may be tied in with a dictating ma- 
chine, saving a secretary a great deal of 
effort. Most machines have telephone re- 
cording as an optional feature. Your boss 
flips a switch, a beep sound required by 
law begins, and every word spoken by 
both persons is clearly recorded. These 
devices have become popular because 
both participants are protected and vital 
business is safeguarded against error or 
confusion. Orders can be written up di- 
rectly from these records. Typewritten 
transcriptions can be used as written con- 
firmations. In many cases, the untran- 
scribed discs or belts can be slipped into 
a standard file for possible use in the 
future. 

Another handy device for tying the 











Gets the {3704 ™ 
onthe cleaner instead 
of your fingers 


AW.FABER 





™ 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the baskef. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 
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telephone in with dictating equipment is 
for your boss to dictate a letter to the 
person to whom he is talking while the 
caller is still on the line. He starts dic- 
tating something like this: “Dear Joe: I 
am glad to know you are interested in 
such-and-such, and I am sending you the 
following material.” He then lists all the 
items to go to his caller and dictates the 
inswers to his questions. This method 
may take a minute or two longer than 
jotting down notes. but it has many ad- 
vantages. His caller knows exactly what 
is promised. If anything is overlooked, he 
can ask for it immediately. When you 
transcribe the letter. you don't have to 
ask what files or additional data to dig 
out—the complete instructions are in the 
letter. In addition, your boss has a follow- 
up memorandum. 

The same system can be used to record 
decisions or agreements reached in im- 
portant telephone conversations. If your 
hoss summarizes his conclusions while his 
caller listens. puts down the major points 
in 1-2-3 order, there is little chance of 
error. Moreover, the matter is completed 
as soon as both hang up—no matter how 
quickly the next call or task arises, the 
subject that has been discussed is down 
on the belt, tape. or disc, ready for you 
to transcribe and carry forward. 


Keeping Up With the Boss While He's 
Out of Town. 

Do you dread your boss’ out-of-town 
trips? You may catch up with work while 
he’s away. only to be snowed under when 
he comes back. Here a portable. easy-to- 
carry dictating machine can be your great- 
est ally. It can be used in a car, train, or 
plane, ready to go to work whatever the 
hour or place. Many bosses on the road 
dictate their material as soon as they have 
made calls, then mail back the belts for 
transcription at days end. If necessary. 
correspondence can be mailed by you be- 
fore he returns, reports listened to by 
others in the home office. Completely 
eliminated are the hours formerly spent 
in hand-writing reports at night. 

And on these out-of-town trips, your 
boss can use the travel service provided 
A card 


when you purchase the machine entitles 


by most manufacturers. issued 
him to ask for equipment to be used in 
his hotel room at a nominal charge. All 
you have to do is tell them where your 
boss will be. 

Vacation time need hold no terrors for 
the secretary who's left to cover the of- 
fice or for fellow executives who take 
over. Before he goes off on his annual or 
semiannual trek, your boss can dictate 
a series of directives concerning each 


pending project, (Continued on page 57) 
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Words 


(Key to teasers on page 32) 


THEY RHYME WITH “HOLE” 


1. coal: 2. sole: 3. bowl: 


6. droll; 7. pole: 8. 


t. enroll: 5. soul; 
roll: 9. goal; 10. role. 


WANTED: ADJECTIVES! 


1. presidential; 2. gubernatorial: 3. mone- 
tary: 5. derisive: 6. dental; 


cardiac; 9. inimical; 10. 


1. exemplary: 


7. fragmentary. 8. 


dubious. 


HOW MANY LANGUAGES? 


1. per annum (Latin): 2. premiére 


) 


(French) ; 3. ex officio (L.): 4. versus (L.): 
5. passé, chic (F.) : 6. coiffure (F.); 7. faux 
pas (F.); 8. on the qui vive (F.); 9. lingerie 
(F.); 10. dilettante (Italian). 


CHOOSE THE SYNONYMS 
l.c; 2. a; 3. b; 4. d. 


THE DIFFERENCE BETWEEN 


1. A desert is a wilderness. A dessert is 
the last course served at a meal. 2. A recipe 
gives directions for preparing a dish or 
drink. A receipt is a written acknowledg- 
ment that something has been received. 3. 
A callus is a hardened surface, usually of 
the skin. Callous is simply the adjective 
form. 4. A collision is a clash. A collusion 
is a scheme to defraud. 
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Saves time —ink— paper because 
it dries so fast...sets so hard 

It’s amazing —what a difference 
JETDRY makes! “The finest ink in 
my 30 years in this business,” says 
one customer. 

Jetdry is an entirely new concept in 
duplicating ink. It dries so fast, sets 
so hard—there’s nothing to equal it 
for Bond or Offset papers or post- 


cards .. . no other ink which gives 


printed outside. 


With Jetdry, it’s self-cleaning 


that press-printed look” on a wide | Please send FREE Tempo Jetdry Ink 
variety of jobs you normally have | booklet. 


Jetdry saves paper too, because | Name 
even the first few copies are perfect. - 
| Company 

simply place your stencil in a file } Address.................sceceeceeces 


Manufacturers of the most complete line of stencil duplicators and supplies 


Milo Harding Co. 















duplicating 
eaksteebbels 


folder. No washing is necessary. 
For full information. attach 
coupon below to vour letterhead 


and MAIL TODAY 
MILO HARDING COMPANY 


Established 1904 
Monterey Park, California 
Cleveland 
.~Los Angeles 


Pittsburgh 
Washington, D 


San Francisco 


110 Tempo Bldg., Monterey Park, Calif. 
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TYPEWRITERS 





WHEN INSTALLING AND USING 


COPI-MATE" 


DOUBLE PACK - CLEAN CHANGE 


TYPEWRITER RIBBONS 


PLUS EXCLUSIVE: 


® Clean Change Ribbon Sheaths 
Patent 2,788,111 —- PAT. PENDING 
® Handy 12 packs for all typewriters including 
13th pack for electromatic typewriters. 
® Visual pack — attractively merchandized — 
duPont film wrapped. Freshly packed, 
completely overwrapped. 
® Every pack shows how to install ribbon 
correctly at a glance. 
® The finest ribbons in Nylon, Silk and Cotton 
unconditionally guaranteed. 
MAKE A CLEAN CHANGE, TODAY! 
WINDOW DECALS, ENVELOPE STUFFERS, 13 PACK CHART — 
PRICE LISTS 


LEEDALL Products Mfg. Co., Inc. 
MILLTOWN, NEW JERSEY 
INKED RIBBONS @ CARBON PAPERS @ DUPLICATING SUPPLIES 


If your stationer does not carry COPI-MATE Ribbons, tell him to refer to our ad in 
April Ortice Appliances for complete details. 


TRADE MARK 


WANTED: SECRETARY 


(Continued from page 27) 
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from standard Techniplan components this 
for elbow room secretarial unit combines Techniplan desk 
and auxiliary tops, giving you a maximum 
working area in a minimum of space. 

The G/W Sec-Tray Stationery Compart- 
ment, the new Fine-Rest Secretarial Pos- 
ture Chair, and new Fiberlite Wastebasket 
complete the picture of a Techniplanned 
secretarial station that really spells good 
looks plus efficiency and comfort. 

For a free colorfully illustrated Techni- 
















plan brochure to slip on the boss’s desk, 
just write Dept. 1-4. 


GLtOBE-WERNICKE 


The Globe-Wernicke Co. Cincinnati 12, Ohio 


Globe-Wernicke makes business a pleasure 
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LET Graffco SIGNALS 


\ 
Chemical TE Inc 


HELP YOU CARRY THE LOAD © Wa vice eat troncin 


| Segnats for “Vertical” Records 








the way. 


Every day goes smoother when you WII) ala 
rely on Graffco Signals and Maptac tks. eter mae cas 
”» » 761 
Always there to remind, alert and point 0 ye "| 
d eee os 


Peu- Viz Meta! Signats 








And there is the right kind and color ‘etait tecwes 
for every possible need. See them all by = \ss ae 
writing for free color folders on Graffco ai 0) 
Products. ree ee 


a 
Cetlugrat Transparent Sqnals 
for “Visible” Records 









At your Office Supply 
Dealer ... or 
GEORGE B. GRAFF 
COMPANY 
54 Washburn Avenue 
Cambridge 40, Mass. 











DE SK- n-D O OR Markers 


Engraved in solid brass, copper or Desk Marker $4995 


aluminum, with one or two lines (name, (shown above) 
name and title, etc.). Mounted on solid 
walnut bases in your choice of walnut, 
ebony and nine other finishes. 


Write today for free 
full-color catalogue 


postpaid 


Door Marker $ 95 


(without base) postpaid 
DISCOUNT FOR QUANTITY USERS 
ENGINEERING E€OMPAN ¥—— 


834 Spear Bldg., Colorado Springs, Colo. 


ai: [2] DELIGHTS 


ue Imported 
Delicacies 


$3.50 


prepaid 








For lovers of distinctive foods, choice imported 
delicacies , eee | packaged in reusable 
plastic container . .. perfect for yourself or as a 


gift. Includes fillets of anchovies from Portugal, 
Danish sardines in sherry wine, Norwegian peeled 
shrimps, Portuguese anchovies’ rolled with capers, 
Norwegian crabmeat spread, four packages of 
Swiss and Norwegian cheeses. 

Also available all imported cheese selection, Please 
specify. Satisfaction guaranteed. 

Write for Our FREE Gift Catalogue 


RUSTY'S PRODUCTS, DEPT. B, 80. VIRGIL AVE., BUFFALO 16, N. Y. 
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are occasional trips for business reasons. And responsibilities 

have increased a thousandfold. 
Some of the duties that Mrs. 

busy day: 


tackles 


opening, routing, and answering mail—* 


Young during her 


my boss 
actually receives about 10 per cent of the mail addressed to 


him”’—planning meetings, arranging transportation, trans- 


mitting instructions—‘from my boss to others via me”—work- 


ing on newspaper releases, answering questions from stock- 


holders. As corporate assistant secretary, she certifies Votes 


of the Board and attests documents. 


Her double role re-emphasizes the old problem of knowing 


how to combine initiative with routine. Mrs. Young offers the 


following thought: “There is sometimes a fine line between 


using initiative and being officious. Most mature women in- 


stinctively sense the limits of initiative. A secretary must 


keep her perspective. If she should ever get to the point 


where she feels that her boss could not operate without her. 


April, 1958 





These Secretarial Materials 
May Mean 
Wider Opportunity For You 


Each item offers a means to better performance and higher 


skill 


. select the ones that can best help you. 
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: |_| GREGG SHORTHAND DICTIONARY SIMPLIFIED— 

' Gregg, Leslie, Zoubek 

a Authoritative, official. In print and shorthand, over 30,000 words, 

' sections on nomes and abbreviations. 

| one. 336 Pages. List, $3.12. 

: [_] MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 

' Its purse-sized convenience, silvery crisp smartness, and sharp legibility make the 

Py ‘*Miniature’’ an ideal gift for shorthand-writing friends, an appropriate award for 

' classroom achievement, a practical reference for your own use. 335 Pages. List, 

g $2.90. 

: [_] 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—lLeslie 

' More than one-half million copies of this pocket-sized volume are now in daily 

' use. It serves as a handy reference for checxing those transcription essentials. No 

g definitions. One of the biggest ‘‘little’’ timesovers in secretarial practice, 249 

' List, $1.40. 

' (_) STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 

The classic in secretarial reference. Packed with current information that will cid 

you throughout your coreer. Gives you everything: ‘‘who or whom’ to ‘‘setting 

up a financial statement.’’ Lightning indexed. 626 Pages. List, $4.00. 

REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 

Gavin and Hutchinson 

Teachers and training directors find that a copy of the Reference Manval on the 

desk of every student and secretarial worker saves hours of valuable teaching and 

work time. It’s all right here: dictation and transcription tips, punctuation, gram- 

mor. Topics are numbered and coded for quick reference. 192 Pages. List, $1.36. 

[_] SUSTAINED TIMED WRITINGS: Featuring Typewriting Contest 
Copy by Kimball and Bowle—Grubbs and White 

America’s best timed-writing copy for building and sustaining speed. 42 timed- 

writing selections based on famous Kimball and Bowle copy. Big type. Spiral bound. 

96 pp. List, $1.56. 


TABULATION TYPING—Thompson 


plus seporate 


Every student and practicing secretary should 
owr 


Pages. 


a 


LJ 
A full treatment of the non-arithmetic easy-way tabulation. Telescopes all procedure 
into 64 pages of intensive, interesting instruction. If tabulation is one of your 
office headaches, here's the cure. 64 Pages. List, $1.24. 


[_] PROGRESSIVE TYPEWRITING SPEED TESTS—Mount 
Here's the quick new woy to step up typing speed 


this new book ond a few 
painless practice minutes every day! 


144 timed writings ong from 25 to 100 
wam. Modern business vocabulary used throughout. 96 Pages. List, $1.56. 


|_| TYPEWRITING FOR SPEED AND ACCURACY—Rowe 
A comprehensive, all-inclusive drill book designed to increase speed and accuracy 
at *~" — of learning. Drill material is interesting and informative. 128 Pages. 
List 
HANDBOOK FOR 
—Bredow 
The key-book to an 


THE MEDICAL SECRETARY, THIRD EDITION 


interesting branch of specialization. 


Treats everything from 
medical ethics to medical-office bookkeeping. 400 Pages. 


List, $4.25. 
[|] MEDICAL SHORTHAND MANUAL AND DICTIONARY—Smither 
A reference and practice book thet gives comprehensive medical vocabulary, oa 


basic knowledge of the formation of medical words and phrases, Detailed cases in 
both Gregg shorthand and longhand. 320 Pages. List, $4.25. 
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i (| DICTATION FOR THE MEDICAL SECRETARY—Berger and Byers 
' Practice dictation from the three major creas: 
; Medicine. 313 Pages. List, $3.75. 
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_) OFFICIAL GREGG SHORTHAND NOTEBOOK 


Spiral bound. Pages lie flat 


Physical, General, and Surgicol 


while writing. Smooth finished, top-grade paper 
especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest buy in short- 
hand classroom supplies. Per dozen, net, $2.64. One or two gross, 
$28.80. Please add 10 per cent for shipments west of the Rockies. 


OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 


The special glide-action fountain pen designed by Gregg for the use of shorthand 
writers. 
Gregg symbol on the cap. Each pen: 
of six or more. 


per gress, net, 


Sleek black barrel with perfect shorthand-writing balance. 


identified by 
$6.50 net. 


Discount of 20 per cent on orders 


ESTERBROOK GREGG APPROVED FOUNTAIN PEN 
Avcilable in black barrel. No. 1555: each pen, 
net, $3.55. Renew points ovailable. 
or more. 


net, $2.95. No. 9555: each pen, 
Discount of 20 per cent on orders for 12 


DICTATION TAPES AND DICTATION RECORDS 
A complete line of these modern training aids, 
struction or practice. 


ovailable for every level of in 
Let us send you complete information 


Clip this list . . . indicate the quantity of each item you need 
mail it today. 
C.0.D. 


Teachers and Training Directors: let us bill you at your 
usual professional discount. 


[_] Remittance enclosed 





GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
330 West 42nd St. New York 36, N. Y. 
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FILES wit = 
“YVE Ts AS RGSS 
BECAUSE.... 


f Folders Are Kept Tilted Rearward. 
Tabs Are Always Visible. 
“V" Shaped Working Space Is Maintained. 


No Extra Drawer Space Is Required. 


2 
3 
4 
5 No Adjusting Necessary. 
6 it Fits All Standard File Cabinets. 
7 


It ls Made of Durable, Thin-Rolled Steel. 


MONE Y- BACK GUARANTEE 


OOP POLL LP DOI ID DID PIO 


DOWELL-TUGGLE CO. 
Box 6202, Nashville 12, Tennessee 


for type that sparkles 
like MEW 


Cleans type CLEANERI 
Handy davuber whisks 
away dirt and goo In sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 











and typewriter dealers 





or that the business would collapse if she were not there... 
then it’s time to take inventory of herself.” 

In Mrs. Young's comments on various aspects of the execu- 
tive secretarial job, the words “judgment,” “maturity,” and 
“sense of responsibility” keep cropping up. A person with 
these traits is also bound to have—as Mrs. Young does—a 
personal perspective that makes for smooth office relations 

This is readily apparent in her feeling about maintaining 
executive confidences. “The executive secretary.” she says, 
“should have long since outgrown the temptation to ‘show off 
her knowledge of confidential matters or to create a sensa- 
tion by spreading it to others.” 

In Mrs. Young's opinion, the executive secretary has 
reached a point of authority where any error on her part 
could be costly to her company. This, she says frankly, might 
be reckoned a job disadvantage as might be the necessity for 
having to change personal plans for business reasons. But 
these are minor compared to the very many advantages. 

To sum up this blueprint for success. we offer Mrs. Young's 
all-inclusive advice to a girl with ambition—what she ought 
to be, what she ought to have. what she ought to do: 

“A good disposition, desire and ability to get along with 
other people. flexibility in your thinking, loyalty to employ- 
er, sense of discretion, proper perspective (don't take your- 
self too seriously), good health, stamina, ability to put in 
many hours without falling apart under pressure, a real de- 
sire to be helpful to your employer without being conspicu- 
ous about it, ability to be big enough to be silent when 
someone else takes credit for your idea and courageous 
enough to accept full responsibility for a wrong decision.” 

\ large order . . . one that many junior executives—male 
as well as female—might heed. 
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hegira to check on goings-on in the office—very often dic- 
tating to his secretary over the phone. And once every two 
weeks he flies to Birmingham for the day. “Then everything 
happens at once—and it takes me the next two weeks to 
catch up.” 

Confesses our executive secretary: “Things are less excit- 
ing. run more smoothly when Mr. Ingalls is out of the office 

maybe because there aren’t so many distracting 
interruptions.” 

Interruptions or not. Inzer turns out an amazing amount 
of work. She does have a girl to assist her once a week— 
to do all the nonconfidential filing—could call on her more 
often but “she’s in an office way down at the end of the 
hall: it’s easier to do things myself.” 

Amazingly efficient, calm in a crisis, quick-witted and 
alert, all these Inzer is and more. But she is no automaton, 
no “work-is-all” secretary. At coffee breaks and lunch, she 
joins a group of friends for “girl talk”—parties, men, music. 
Mention the theater and her eyes light up. Clothes are a 
big interest, too—beautifully dressed, she orders some out- 
fits from New York, buys others in Birmingham, makes some 
herself. 

Main outside interest for this secretary is. understandably, 
her very attractive husband. “Unfortunately,” sighs Inzer, 
“his job keeps him traveling most of every week. Perhaps 
that’s one reason why I spend so much time at the office. 
| know it's why I do so much reading.” 

Inzer and her husband have just bought a new home—an 
old Southern mansion which will take lots of fixing. “With 
furniture deliveries the way they are, it may be years before 
were really established.” 

The Walzaks have two permanent boarders—a spaniel and 
a french poodle—two cars (Inzer drives to work every day), 
and a maid who comes in during the week, stays to cook 
dinner at night. On weekends, entertaining is the rule, and 
then Mrs. Walzak takes over, generally at an outdoor bar- 
becue—steaks are her specialty. 

To get away from it all: automobile trips to any nearby 
state, flying trips to New York. possibly a few days at the 
Ingalls-owned Longfellow House in Pascagoula—a lovely old 
mansion that has been refurbished to house company guests 
and travelers in beautiful surroundings. 

When we asked this executive secretary just what advice 
she would give to beginners who wanted to advance to the 
top level, Inzer thought for a minute or two, then said, 
“| believe they should strive for perfection in whatever 
assignment they are given... be willing to put work first, 
ahead of the coffee break. the rigid on-the-dot lunch hour 

. determine to act, look, be their best ... have the fore- 
sight and ambition to go as far as they can, seeking out new 
issignments to handle . .. learn to relax at the end of the 
day to be fresh for the next.” 

Inzer admits that her boss is high-powered, may turn 
temperamental or short-tempered on rare occasions due to 
the pressures of business. She has learned how to take it, 
feels that they get along extremely well, “nine and a half 
times out of ten.” 

“After all,” she concludes, looking around her paneled 
office, “when you've gotten this far, you should have learned 
a lot.” 

And, we added mentally, there’s always that Southern 
charm—just in case. 
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is your stenography as 


stunning as your stole? 


Your notes will be neat— 
clear and clean and a 
breeze to transcribe — when 
; you write with an EAGLE 
¢ MIRADO. MIRADO, you see, is 
one pencil that keeps its 
point for pages... and 
gives you 35 miles of trim, 
black line. So why just 
order ‘‘pencils’’? It's so 
easy to say MIRADO! 
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“this tHe pods , 
EAGLE 
MIRADO' 


STAYS SHARP FOR PAGES! 























Stenograph is the machine way in short- 
hand. Words are written by sound, in 
plain English letters, or combination of 
letters. These printed notes never get 
“cold.” 


You can read the actual Stenograph 
notes below. Just read across—one 
word to each line: 


P E G 
H 





> >> 


K a T 
S$ P 0) T 


These plainly printed notes show just a 
few reasons Stenograph is faster and 
easier to learn, to write and to tran- 
scribe. 





For top jobs and top pay as a stenog- 
rapher, secretary or reporter, learn 
more today about Stenograph. 


Stenographic Machines, Inc., Dept. T-458 
318 S. Michigan Avenue . 
Chicago 4, Illinois 





Gentlemen: Please send more infor- 
mation about Stenograph machine shorthand. 
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Present Position 
School 

Address 


City . ——— SS 


State _ 
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OFFICE SHOPPING CENTER 





HERE’S A CLEANER for _ linoleum-top 
desks that’s quick, easy, and_ efficient. 
Called “Gumption,” this new product is an 
instant-action, noncaustic cleaner that com- 
pletely removes hectograph, ditto, ink, and 
all other types of stains. Completely non- 
abrasive, guaranteed not to scratch, will 
not harm hands. Gumption is also effective 
for cleaning chrome trimming, woodwork, 


Reliint iter: 


REMOVES 
A Carbon Crayon title memegeraph hects 
STAINS 
FROM LINOLEUM 
TOP DESKS 


eS etc 


Wasn eS 





glass, tiles, and floors. Available at  sta- 
tionery stores and office-supply dealers. 
Prices—98 cents for 12-ounce can, $1.98 for 
36-ounce can. From Irval Associates, Dept. 


TS, 56 Reade St., New York 7, N. Y. 





RECENTLY MADE available in the United 
States, the “Partner Broad-Scriber,” a 
brush-tip fountain pen. Different—because 
its points are made of “Perlon,” a tough 
fibre. Flexible—so that it assures interest- 
ing and novel effects. Rigid—for the most 
exacting and detailed work. Pen is de- 





signed for writing, sketching, lettering, and 
marking. Writes instantly and smoothly 
upon contact with any surface, including 
glass, paper, metal, leather, and wood. Also 
has an ink window so that color and sup- 
ply of ink can be seen. The Partner was 
precision-made in Europe and is distributed 
by the Ropex Co., Inc., 601 West 26 St., 
New York 1, N. Y. 


THE NEW “INSTANT” METHOD of plastic 
lamination does not: require machines or 
heat. Now you can make permanent file fold- 
er tabs and preserve notices, your social se- 
curity card, or photographs. The Plain-Vu 
plastic laminating sheets are easily applied 
by placing the subject between two sheets 
and pressing down lightly with your fingers. 
Material is then permanently embedded in 
100 per cent clear plastic that will not dis- 
color, harden, or deteriorate. Will last in- 
definitely. Special introductory kit is now 
being offered—consists of sheets ranging 
from 3 by 4 inches to 10 by 12 inches. For 


complete information on how you may ob- 
tain the kit, write to the Plain-Vu Company, 
Dept. TS, Box 83, Mentor, O. 


ADVANCED DESIGN keynotes the new 
Swedish-made Facit office typewriter. The 
streamlined, standard machine features im- 
proved touch control, an ultra-light car- 
riage, and lightning-fast type-bar return. 
Some of the new operating devices: “Mul- 
timatic Tabulator” system with up to 20 





pre-set stops controlled by a single tab 
lever; “Mar-Jet” margin levers that set, re- 
set, or clear margins instantaneously: and 
plastic “Contour Keys.” Price is $197.50. 
For complete information, write to Facit, 
Inc., Dept. TS, at 404 Fourth Ave., New 
York 16, N. Y., or at 235 Montgomery St., 
San Francisco, Calif. 


THE ARLINGTON PORTABLE presentation 
easel has “five lives.” It can be used for flip- 
chart presentations, blackboard chalk talks, 
card-chart speeches, paper-pad presenta- 
tions, and as an attractive portable display- 
frame easel. Well supported by four alumi- 
num legs, it is rigid enough to be written on 





without being steadied with one hand. There 
is no fear of collapse in the middle of a 
presentation. Clamping device holds a 28- 
by 34-inch paper pad securely and makes it 
a quick, simple job to change from paper 
pad to flip chart, card charts, or blackboard. 
The easel folds quickly for storing—no 
screws to tighten. For complete information, 
write to the Arlington Aluminum Company, 
Dept. TS, 19011 West Davison, Detroit 23, 
Mich. 
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are you a 
good 
housekeeper? 






z or perhaps 
Zz we should say 
== \ “file-keeper’... 

_ 


For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the only system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 


vantages of Acco-Binding—the easier, sure 


way to good business housekeeping. 


ACCO PRODUCTS 


4 Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f—-MAIL COUPON TODAY-~“ 
RITE-LINE CORP. | 
4209 39th St.,N.W., Washington 16, D. C. | 


| Please send me a free copy of your Folder. 


| Nome 





| Address 





| city Zone__— State —— 
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with suggestions as to how to handle 
each. These prove invaluable to all con- 
cerned—and if no emergencies arise, 
nothing is lost by the precaution! 

The versatile dictating machine can 
also go traveling with the boss to clients’ 
offices. He can 


come back from these conferences with 


or business associates’ 
concise, ready-to-transcribe notes, without 
any need for reconstruction from penciled 


notes or memory. 


Those After-Hour and Weekend Dictating 
Sessions. 

Almost every secretary can recall being 
asked to break important dates and stay 
late while some lengthy dictation was fin- 
ished to meet an urgent deadline—or 
coming in to the office on a Saturday or 
Sunday—only to have to wait around 
while her boss organized his thoughts. 
Dictating machines can eliminate much of 
this hectic overtime. Your boss can work 
in his office as late as he pleases. proceed- 
ing at his own speed without the Worry 
of keeping you late. The transcription 
can then be done in one concentrated 
period or during the next day, with a 


minimum of overtime for you. 


Shorthand Versus Dictating Equipment. 


As many of you secretaries have 
learned through experience and to your 
satisfaction. the use of dictating equip- 
ment does not mean that you have to dis- 
pense with your shorthand or lose your 
speed. Your boss may still like the feeling 
of person-to-person dit tation for guidan e 
in his work—he may depend on your ex- 
pressions or on-the-spot comments. He 
may find it easier to speak to a “live au- 
dience.” or he may prefer that certain 


matters be dictated directly to you. He 
may rely on your moral support, praise 
for a neatly turned phrase. 

But, when time is at a premium (and 
with a little judicious planning and ap- 
plication to your particular circum- 
stances). an electronic device can relieve 
you both of much tedious and repetitious 
work. You can use your shorthand for 
other important duties. 

And you may find that the consider- 
able amount of time gained by using 
dictating equipment will allow you to de- 
velop other skills and creative talents 
important to an executive assistant. Such 


additional skills will be far more valu- 


able to both you and your boss—and 
they will also make your office life that 
much more challenging. interesting, and 


rewarding. 




















CONTROLLED 
- SPEED-_ 
ERASING - 


for ink, typewriting, 
business machine writing 


Thrill to 


speed and efficiency in 


new ease, 


erasing with your 
these fine 


GRAYPOINT 


choice of 
quality 
erasers. 


EASY-TO-HOLD, 
EASY-TO-POINT 
“BALANCED” 
PENCIL-LIKE SIZES 


4 No. 3650 
GRAYPOINT WHISK 


Hexagonal, wood-case 
eraser fits comfortably in 
your hand. Attached brush 
whisks away eraser crumbs. 
Won't roll off your desk. 
Easily repointed in any 
pencil sharpener or with 
knife. No. 365 (not illus- 
trated) same eraser but 
without whisk. 


No. 378 GRAYPOINT ® 


You con easily repoint this 
poper wrapped eraser with 
the pull string, right at 
your desk. 


All three are perfectly 
balanced for complete 
control and fast smooth 
erasing. 


WRITE FOR v 
A FREE SAMPLE 


OF YOUR CHOICE 





Write us on your business letter- 
head NOW for the eraser de- 
scribed here that you'd like to try. 
Please mention your stationer’s 
name. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Nework 7, N_J. 


World's Foremost Eraser Specialists 





Correct Mistakes in Any Language 
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why you should use | 
MultiKopy yr 

42 

Durametric at 
Carbon Papers i; 
37 

* Exclusive Scale Edge prevents running over. = 
It’s uncoated too to make carbon handling | "5, 
easier and cleaner. 33 


* Stays Flat in extreme temperatures. Each | 22 
sheet is smooth and flat for uniform 





(make of typewriter) 
I usually make . 


ent 
: 30 
handling. aa 
* Weights and Finishes to fit your individual | _28R 
typing requirements. 274A 
26M 
At stationers everywhere 25E 
24 
make it clear you want rtd 
—" on 
WEBSTER DURAMETRIC 22 I 
21 
29 C 
12 
® 18 
mr 4 
CARBON PAPERS 16 
15 
Free Sample. Fill out the coupon and staple to your |—4 
company letterhead. 13 
1 
ee eee yr 
|” F.S. WEBSTER CO. ju 
| 17 Amherst Street, Cambridge, Massachusetts j10F 
Gentlemen: I’d love to try Webster’s Durametric — S 
| Carbon Paper. Please send me a sample. |_8 T 
Ize 
REDE fois eng ar, Bie Gey te Pigee ain G ainte ang 6 R 
| Company —3C 
RRS srSh are 5 fc aig Se Se kg ai ia os ft © 
Iusea...... —a 
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BOSS’ RECORDS 


(Continued from page 11) 





course, and must be attended to prompt- 


ly. It requires a very careful checking 
of the 
ment with the balance 


checkbook. If the 


have to 


final balance shown on the state- 


you show in the 
figures do not agree. 
canceled 


vou. will match all 


checks against your stubs, marking off 
that 


listing of 


those have cleared. Next comes a 


every check still outstanding 
since the previous month. with this total 


bank 


he deducted 


deducted from the balance. Any 


service charge must from 
your check stub balance. 

You still 
Double-check 


figures first. 


cant get them to agree? 


your reconciliation sheet 


Then recheck every canceled 


and outstanding check to be sure none 


have been omitted from either listing. 
See if you've forgotten to note any de- 
posits. Still can’t find the error? Since 


it's unlikely the bank has erred (although 
it does happen on occasion), you'll have 
to go back and check your arithmetic on 
Chances are 


Note the 


it occurred, 


every stub. 
mistake. 
where 


you ll find your 
error in the place 
but correct the arith- 
on your last stub to save doing it 
all through the checkbook. Also note the 
Add 


Agrees with bank statement 


metic 


error on your reconciliation sheet. 
the notation, ~ 
of ............” and be sure to keep the state- 
ment and canceled checks on file. 
Another vital record you can maintain 
for your boss is a listing of the due dates 
of all his receivable and payable trans- 


actions. This list require as much 


Record the due 
dates and amounts of all receivable bond 


may 


as a year to compile. 


interests, stock dividends, rents, interest 
and principal payments on mortgages 


Do the 
payable rents, interest and principal pay- 


or notes receivable. same with his 
ments on mortgages and notes payable, 
his insurance premiums and tax dates. 
Keep track of the 


his insurance 


expiration dates of 


policies, dates of bonds 


reaching maturity, and final payments 
on mortgages and notes. Finally, draw 


up a chart with a column for each month 
noting all these 
block. This 


show at a glance your employer's commit- 


and a line for each day. 


items in the correct will 
ments for the entire year. 


Yes, all of this 


represents a lot of hard detail work, 


or even any one chore 


but executive secretaries have found it 


decidedly worth while. It increases their 
value in their employers’ eyes, adds to 
their own sense of accomplishment, and 
to the 
freeing bosses for more pressing and im- 
portant work. 


renders a real service business of 


April, 1958 


month, you'll find 


problems. 





dot outfit, 





expert guide. 


EMPLOY MENT AGENCY DIRECTORY 


Are you looking for a nal gg On this page, every 
liste 
Ss agencies that can help you solve your job-hunting 
Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
Check the agencies listed here first. 


reputable employment 








CHICAGO 


(BIRCH(  nciisie 


Market On An 
* Qualified Secretaries to the 





High-Paying Chicago 








HOUSTON 








SPECIALIZING 


In Secretarial and Related Positions 


QUINBY EMPLOYMENT SERVICE 














pegerenaiiengnng Employer Pay Fee Sesic ‘Houston's Oldest—Under One Owner’’ 
PLACEMENT 59 E. Madison * Suite 1418 
\_ SPECIALISTS 3 CEntral 6-5670 a 406 Bankers Mortgage Bidg., Houston 2, Texas 
CLEVELAND NEW ENGLAND 


Cleveland it's. 


BUSINESS GIRLS 


1290 EUCLID SU. 1-4506 


DENVER 





THE WILSON AGENCY 


One of New England’s finest! Fully co-ordinated. 
Excelient staff with superior facilities to get 
the job done promptly. Your résumé will re- 

ceive immediate and continuing attention until 
you are happy once again. 

54 Church Street 

Hartford 3, Connecticut 
New Gritain, Springfield 


GENERAL OFFICES: 
BRANCHES: Middietown, 














NEW ORLEANS 





We Find THE JOB to Fit THE GIRL 
Beginners to Office Managers 


Friendly —Confidential—Effective 


GRAHAM 


776 Broadway AM 6-1631 





Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 


New Orleans 12, Lovisiana 
14 Years Same Management Jackson 2-424] 











SAN FRANCISCO 





SECURITY EMPLOYMENT SERVICE 


Two offices to serve you--The Secretary's Job Center 
in 1 nver. Experienced interviewers, who have been 
to assist you. Your problems thoroughly 
understood. Very low rates. Confidential interviews. 
Mrs. Smith is a member of N.S.A. also. Write for 
information & contact data 


Mrs. Marie Smith (Owner) 


1312 Broadway 303 Kittredge Bidg. 
Am-6-1968 16th & Glenarm Ac-2-0645 


secretaries, 





“A Step in the Right Direction...” 
when you visit 


of WESTERN EMPLOYERS SERVICE 


7 for the best in office positions 


San Francisco's Largest 
} NO FEE AGENCY 












995 Market St. DOuglas 2-5486 








HOUSTON 





501 Melrose Bidg. 
ess 


EMPLOYMENT 
CA 4-6331 


Be Only 
COUNSELORS 
Houston, Texas 

SINCE 1924 
all is our policy 


Courtesy to Our counselors 











Want information about employment agencies 
in other cities? We'll be glad to furnish, on 
request, names of reputable 
not listed here. Send a stamped, 
envelope with your request. 


TODAY'S SECRETARY 


agencies in cities 
self-addressed 





are trained placement specialists ... and 330 W. 42 STREET, NEW YORK 36, N. Y. 
YOU are our special interest 
Fashions shown in this issue may be San Francisco; Franklin Simon, New York. 


found at the following stores: 

COVER: Dress by Miss T. J. Marshall Field, 
Chicago; Macy's, New York; J. Goldsmith, 
Memphis: Rich’s, Atlanta. 


PAGE 33: Chemise by Miss T. J. Jordan 
Marsh, Boston; Titche-Goettinger, Dallas; 
H. Liebes, San Francisco. (Both Miss T. J. 


dresses at all stores listed.) 
PAGES 34-35: A. Silcosa dress and B. polka 


both by Tailored Junior. Carson, 


Pirie Scott & Co., Chicago; Jordan Marsh, 
Boston; Titche-Goettinger, Dallas: Rich’s, 
Atlanta; J. Goldsmith, Memphis: H. Liebes, 


C. Sheath by 
Stearns, Boston; 
Field, Chicago: 
D. Alice 


Denver: 


Young Viewpoint. R. H. 
Foley's, Houston: Marshall 
Tailored Woman, New York. 


Stuart blouse. Denver Dry Goods, 
May Co., Los Angeles: Woodward 
& Lothrop, Washington, D. C.: Famous & 
Barr, St Bloomingdale’s, New York. 


Coro jewelry at all fine stores. 


E. Michael Kent chemise. 


. Louis: 


City of Paris, San 


Francisco; Russek’s, New York: R. H. 
Stearns, Boston: Helen of Memphis, Mem- 
phis: Mandel Brothers, Chicago. 


Photo Credit: the “pretty 
ite 


page 37 by A. Devaney, Ine. 


right hand” on 


59 











File and F orget 
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When you need more minutes in your workday 








Edison Voicewriter can show you the way 
to even out your work load, make your job easier 


rK¢ i¢ i a l ULI l p | \ 
I l huanctl i il | vecu uC 11) 
ISSISLa And nothing can hel; 
u do t ely like a 
( Cl hadi ) Vol 
rit 


With Edison Voicewriter, you find 


your workday begins to take a Cefinit WRITE TODAY | 
shape. Whether your boss is in the booklet on t 
| n Voicew 
ce yuu find vou can pla 
; ne i No 
ur worl tit do ecau 
Voice rit ition do *t take you \ 1) | 
\ 
i i iro rk do t make \. I I 
; \W () ss 
you “drop rvthin in the middle Ca 
ol ignment W J ) 





Edison Voicewriter e a product of Thomas A. Edison Industries 





















How Kathy won out-—with Esterbrook 


Katherine Bond was a wizard a whiz 
At typewriter, file case and phone. 








But dictation would toss poor Kate for a loss, st = 
She could take it or leave it alone. | 
J i 












































One morning Kate sat bewailing her lot 
When that dreamboat, Bill Williams passed near. 
The sight of such sadness touched Billy’s soft heart, 


‘*Please tell me your trouble, Kate dear!’ 
Kathy was willing! 














He handed our Kathy an Esterbrook pen 
With the Gregg-approved point, if you please. 
Then dictated a letter at a 120 clip, 

Which Kathy read back with ease. 


4 cinch with Esterbrook, the onlv fountatn pen 


with a Gregg-approved re Dlaceable 





point 


Tne secret lies in that even Gregg line, 









Ordinary pens can’t supply it! 
But an Esterbrook can-—witli Gregg-approved point. 
See your Esterbrook dealer and try it. 









When vou're there, vou'll notice that Gregg-appro ed point No. 1555 ts 
just one of 32 prectsion-made points. If your point ts eve? damaged, a 
new one threads in in seconds and costs only 60¢ 


While back at the office: —Our Kathy won a promotion since she’s now so 
all around clever—To promot? herself as Mrs. Bill will be her ne xt endeavor. 





® 
Gsterbrook —the only Gregg- 


approved pen with replaceable points. Just $2.95 


